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Section:  Purpose/Use of Manual Subiject: Printed Manual Revision Procedure
FUNCTION:

This procedure effects appropriate updating of the printed Personnel Management Information
System User's Manual.

Il. DESCRIPTION:

E.

A complete, up-to-date version of this manual is maintained online permanently on the
Department of Human Resource Management's (DHRM) website. The complete
online version is for employees who prefer not to maintain a printed version of the
manual. As revisions are made, files containing only the revisions will be maintained
online indefinitely. These files of revisions are for employees who prefer to maintain a
printed version of the manual. These employees must print the files of revisions and
update their printed manuals, as appropriate.

All new or revised transactions or system procedures are issued by the DHRM.
Individuals responsible for personnel functions will be notified of manual revisions via
PMIS broadcast message or e-mail.

A new "Chapter" table of contents (e.g., Employee Transactions) is issued with each
set of revisions.

The date revised is recorded on each revised page. This date will correspond with the
date revised on the table of contents.

The revised material is marked by a vertical bar in the right-hand margin.

IIl. PROCEDURE FOR UPDATING PRINTED MANUALS:

A Insert revised material in the manual immediately upon notification.
B. Immediately remove the outof-date material from the manual.
Commonwealth of Virginia Issued: 06/19/81
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INTRODUCTION

The Personnel Management Information System (PMIS) is an on-line transactionbased system.
PMIS contains employee and benefits records of all active and separated employees for the executive
branch, higher education faculty, and employees of certain agencies exempt from the provisions of the
Personnel Act, such as the State Corporation Commission and the Virginia Workers' Compensation
Commission.

PMIS consists of a database that is used for processing and managing personnel, compensation, and
health benefits data. The database is composed of secretary, agency, position, class and employee
information.

All state agencies report to a specific secretary. Each secretary is appointed by the
Governor. Each secretary manages and oversees operations of a particular area of state
government.

An agency is an established unit of state government defined by the General Assembly.

A position is assigned to a role based on the duties and responsibilities of the position. The
job role is designated by a numeric role code and an alpha role title.

When an employee is hired, he or she fills an open position. Within PMIS, positions are
designated by a position number within each agency. A position may be designated as full- or
part-time.

An employee is an individual who is employed by a state agency of the Commonwealth of
Virginia.

Actions that impact the areas described above are reflected in the database through the processing of
various transactions. For active permanent employees, the database maintains a history of all
transactions and the current employee record (effective 9/25/2000). For separated employees, the
database maintains a history of all transactions (effective 9/25/2000).

PMIS is managed by the Department of Human Resource Management's (DHRM) Office of
Information Technology (ITECH). The system is designed to conform to state personnel and
compensation policies.

The main functions of PMIS are complemented by its subsystems, which have unique functions.
These include the Personnel Data Analysis System, the Benefits Eligibility System (BES), RECRUIT,
the Wage Employee System, the Minority/Female Talent Bank System, and the Employee Suggestion
Program.

Commonwealth of Virginia Issued: 08/31/94
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BES is a major subsystem of PMIS. Within BES, health benefits records are maintained on all eligible
employees, employee dependents, and participating retirees. Eligibility records are passed from BES
to the health care providers and the prescription drug provider. These organizations use BES data to
maintain their membership systems for claims processing.

PMIS routinely produces over 120 management reports that are used throughout all levels of
government. Many more reports are available upon request.
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INSIDE THE PMIS USER'S MANUAL

Information regarding the use of PMIS and its subsystems is located in two volumes. Volume |
contains information directly related to the transactions and displays available within PMIS. Volume II
contains information about the subsystems that are linked to PMIS. A chapter listing for each volume
IS summarized below.

A separate PMIS Reports Index is also available. It provides general information and a sample of the
reports provided by PMIS. The manual is indexed by report name, keyword, and functional area.

VOLUME |

Chapter 1: INTRODUCTION

Chapter 2: OPERATIONAL INFORMATION

Chapter 3: EMPLOYEE TRANSACTIONS
This chapter provides information regarding procedures to add, modify, and delete
employee records in PMIS (for example, original appointment, promotion, transfer).
Employee transactions are used more frequently than any others.

Chapter 4. POSITION TRANSACTIONS
This chapter provides information regarding procedures to add, modify, and delete
position records in PMIS (for example, establishing a position, redefining duties).

Chapter 5: ROLE TRANSACTIONS
This chapter provides information regarding procedures to add, modify, and delete role
records in PMIS (for example, changing a role title, updating the role history).

Chapter 6: AGENCY TRANSACTIONS
This chapter provides information regarding procedures to add, modify, and delete
agency records in PMIS (for example, creating an agency, changing an agency’s name).

Commonwealth of Virginia Issued: 08/31/94
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Chapter 7. PROJECT TRANSACTIONS
This chapter provides information regarding procedures to add and modify project
records in PMIS.

Chapter 9: GLOSSARY
This chapter contains two major sections: data definitions and code tables. Data
definitions define the data terms used within PMIS. Code tables define the valid
values for a specific field. Each section is organized alphabetically.

VOLUME I

PDAS OPERATIONS

The Personnel Data Analysis System (PDAS) is used by agencies that require
information not found in the standard PMIS reports. PDAS is an ortline interactive
system entirely controlled and manipulated by the user agency. Data is extracted
from PMIS and loaded into PDAS. Users may manipulate the data and produce
specialized reports to meet internal management information needs. The data may
also be downloaded in PC-compatible format for further usage in PC-based
applications.

BENEFITS ELIGIBILITY SYSTEM
The Benefits Eligibility System (BES) is used to maintain health insurance carrier and
employee eligibility information on all state employees, retirees, and their
dependents.

RECRUIT
RECRUIT is the state's job posting system. It combines PMIS data with data provided by
agencies to produce descriptions of vacant classified positions for which the state is
currently recruiting.
Commonwealth of Virginia Issued: 08/31/94
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Section:
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Subject:

Inside the PMIS User’s Manual

MINORITY/FEMALE TALENT BANK SYSTEM

To Be Provided.

EMPLOYEE SUGGESTION PROGRAM (ESP)

To Be Provided.

TRANSACTION PREFIX LISTING

There are many transactions available within PMIS and its subsystems. The following table gives a
listing of some of the types of transactions and the associated prefixes. Each X represents a number.

TRANSACTION TYPE CODE VOL/CHAPTER
Agency Transactions PBAXXX |-Ch.6
Benefits Eligibility System PSBXXX Il
Role Transactions PSCXXX |-Ch.5
Employee Transactions PSEXXX |-Ch. 3
Position Transactions PSPXXX |-Ch. 4
Recruit PSRXXX Il
Secretary Transactions PBSXXX |-Ch. 6
Project Transactions PSPXXX |-Ch. 7

Commonwealth of Virginia
Department of Human Resource Management

Issued: 08/31/94
Revised: 01/15/01
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KEYBOARD AND SCREEN BASICS

Keys may differ from keyboard to keyboard, depending on your hardware and
software. Some keyboards have a corresponding keyboard template to help you
with the possible key designations and functions. If you are a new PMIS user, you
may need to contact your technical support person to assist you in identifying the
location of certain keyboard keys. If further assistance is needed, please contact
DHRM.

Basic keyboard and screen terminology which may be helpful to a new user are
provided below.

HOME
The location of the "HOME" position on your screen is in the upper left
corner. The HOME key may be labeled HOME or it may be another key,
depending on your computer. Depressing the designated home key will
place the cursor in the "HOME" position. All PMIS transactions should be
keyed in at the HOME position on the screen.

TAB
This key is typically on the far left side of your keyboard. It moves the cursor
quickly from field to field.

TRANSMIT
Your transmit key initiates all actions. It may be one of the following keys:
XMIT, Scroll Lock, RETURN, ENTER, or a combination of keys, depending
on your hardware and software. After transmitting the data, you will see a
message displayed at the bottom of the screen. The message “Transaction
complete” will appear when all data has been entered correctly. When the
transaction cannot be completed, you will see an error message displayed at
the bottom of the screen.

Commonwealth of Virginia Issued: 08/31/94
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PMIS TRANSACTION MENUS

Menus that list all available transactions are available for each transaction type.
The table below provides the transaction name (for the transaction type) that you
must key in to access a particular transaction menu.

TRANSACTION MENU ITEM
BENEFIT Health Benefits Transaction Menu Screen
EMPLOYEE | Employee Menu Screen
IPPIPP Incentive Pay Plan Menu Screen
POSITION Positions Transaction Menu Screen
RECRUIT Recruit Transaction Menu Screen

Commonwealth of Virginia
Department of Human Resource Management

Issued: 08/31/94
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l. FUNCTION/DESCRIPTION:

A.

The Help Desk assists you in requesting help with using PMIS. It
also ensures that you receive better service with your requests for
assistance.

Before you can use the use the Help Desk, you must go to the Help
Desk website (http://ihelp.state.va.us) and register as a Help Desk
user. Once you're registered, you can request help in one of the
following ways:

via the Help Desk website (more features) or
via e-mail message to ihelp@dhrm.state.va.us (easiest).

At the Help Desk website, you can do one of the following:

search the solutions database for an existing solution to your
problem;

check on the status of a previously submitted request; or
open a new service request.

1. PROCEDURE:

A.

Register as a Help Desk User.

1. Go to the Help Desk Registration form at
http://ihelp.state.va.us/html/register.html .

2. Fill in all of the fields.

If you make a mistake, simply tab to the field that
needs to be changed and use your backspace,
delete, and/or arrow keys to make corrections. To
clear all fields, simply click on “Reset.”

3. Click on “Submit.” You will see a screen indicating that your
registration request has been submitted.

Commonwealth of Virginia Issued: 06/15/99
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4. You will receive an email confirmation with your Help Desk

user ID and password. You may now request service via
email or via the Help Desk website.

B. Request Service
1. Via e-mail (easiest method)
a) Using your email system, address your request to

ihelp@dhrm.state.va.us.

b) In the Subject field of your e-mail message, enter the
title of your service request. Make the title a
meaningful description of the problem or request.

C) In the body of your email message, describe your
problem or request with as much detail as possible.
The more information you provide, the better we will
be able to assist you.

d) You will receive an e-mail message from the Help
Desk notifying you that your request has been logged
into the system. Please allow up to 30 minutes to
receive the automated notification. This notification
will include the reference number assigned to your
request.

2. Via web browser (more features)
a) Go to the Help Desk website at

http://ihelp.state.va.us. You will see the Help Desk
logon screen.

b) Enter your user name and password.
C) Click on the Logon button. You will see the Help
Desk menu.

d) You may now do one of the following:

Commonwealth of Virginia Issued: 06/15/99
Department of Human Resource Management Revised: 09/25/00
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search the solutions database for an existing
solution to your problem;

check the status of a previously submitted request;

submit a new request for help.

3. Logoff before exiting Help Desk.

If you do not log off before exiting Help Desk, you may have to wait
up to 30 minutes before you can log in again.

Commonwealth of Virginia Issued: 06/15/99
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l. FUNCTION:

The preferred method of submitting suggestions, questions, and comments to Information
Technology (ITECH) at DHRM is through the Help Desk (see 1-3.1). The Help Desk
ensures that you receive better service with your requests for assistance.

However, if you do not have e-mail or access to the Web, please use the PMIS Question
Card. Regardless of how you submit them, your suggestions, questions, and comments will
help us improve PMIS and the PMIS User's Manual. Our goal is to help agencies effectively
and accurately use all features of PMIS.

. PROCEDURE:
A Fill in the PMIS Question Card on the following page.
B. You may submit the PMIS Question Card in one of two ways:
1. Viafax. Printand fax the form to 804-371-7401.
2. Viamail. Print and mail the form to:

DHRM

13t floor, ITECH
101 N. 14* Street
Richmond, VA 23219

D. If you submit the PMIS Question Card via fax or mail youmay receive a response,
depending on the nature of the question, suggestion or comment. (Note: To ensure
that you receive a response, please use the Help Desk (see 1-3.1) Where
appropriate, ITECH will consider the suggestion, question and comments in future
updates to PMIS and the PMIS User's Manual.

Commonwealth of Virginia Issued: 05/20/94
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Personnel Management Information System (PMIS)
Question Card

Do YOU have a question, suggestion or comment?
DHRM WANTS TO KNOW!!

How can we better serve you? The Department of Human Resource
Management is continuously striving to better the quality of the services it
provides to you. The Office of Information Technology (ITECH) is responsible for
the development and updating of personnel system transactions and user
documentation. Please help ITECH serve you better by submitting your
suggestions, questions, and comments. Please circle the area to which your
comments relate:

PMIS User Manuals Specific Transaction Process

HuRMan Other

THANK YOQU for your participation!
Please fill out the information below.

Agency Name

Your Name

Agency Address

City/State/Zip

Telephone #

Commonwealth of Virginia Issued: 05/20/94
Department of Human Resource Management Revised: 06/15/99
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Issued Revised
2-0.0 Table of Contents 09/20/88 06/15/99
2-1.0 System Access
2-1.1 System Access and Questions 08/31/94 06/15/99
2-1.2 A Quick Guide to Getting Started 08/31/94 06/15/99
2-1.3 MAPPER Fast Entry 06/18/96 06/15/99
*2-1.4 SIMAN: Establish & Disable 06/18/96 06/15/99
*2-1.5 PMIS (TIP): User-1D Create/Change/
Display/Delete 06/18/96 06/15/99
*2-1.6 PMIS (TIP): Reset Password 06/18/96
*2-1.7 PMIS (TIP): Non-PMIS Employer
User Create/Change/
Delete 06/15/99
2-2.0 Operational Guides
2-2.1 Gateway UNISYS to IBM 09/20/88 08/31/94

* Restricted to the Department of Human Resource Management (DHRM) use

only.
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SYSTEM ACCESS AND QUESTIONS

Your PMIS access must be approved by the Agency PMIS Security Officer (PSO).
Please contact your agency's PSO for procedures to access the system. Once
your access has been approved, you will be issued a user-ID and a default
password. The format of the user-1D is typically “PERXXXAAA”, where XXX is your
agency number and AAA is your initials. Contact your PSO if you have any
problems or questions concerning system access to PMIS.

SECURITY

Protect your password. It should never be shared or displayed to anyone. Your
password can provide access to confidential personnel records. Log out of the
system whenever you leave your workstation.

SIGNING ON TO PMIS

Establishing Initial Password

1. Access Unisys on your computer.
2. You will see the following prompt displayed:

> Enter your user-id/password and clearance level:
>

NOTE:

(a) Certain terminals may not display this prompt. If you do not see
this prompt, at the HOME position, type “$$OPEN TIP”. Then transmit.
You should now see the prompt.

(b) Users with IBM (3270-type) terminals must type “TIP” to
see this prompt.

3. Type your assigned user-1D and the default password of “A”. Then
transmit.
Example: > PER822JAS/A

4. You will see the following prompt displayed:
> Your password has expired.

Commonwealth of Virginia Issued: 08/31/94
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> Enter your new password:
>

5. Enter a new password and transmit.

NOTE: Passwords must be five or six characters. Only letters or
numbers are allowed; no special characters or spaces are

allowed.

6. You will see the following message displayed:
> Your password has been replaced
> Unisys 1100 Operating System Level
> 43R1-009A (RSI)* HOST A
> Current session number:
> Previous session was:
> DATE: TIME:

NOTE: Previous session refers to your last system access. DATE and
TIME fields are the current date and time at sign-on.

7. The system will ask you to enter a "Clearance Level". Just transmit.
8. Go to the HOME position and type “PMIS”. Then transmit.
9. You are now signed onto PMIS. You will see a general PMIS message

(a PMIS Broadcast message) displayed. You have access to PMIS transactions
and applications.

Sign-On Process

1. Access Unisys on your computer.

2. You will see the following prompt displayed:
> Enter your user-id/password and clearance level:
>

NOTE:
(a) Certain terminals may not display this prompt. If you do not see
this prompt, at the HOME position, type “$$OPEN TIP”. Then transmit.

You should now see the prompt.

Commonwealth of Virginia Issued: 08/31/94
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(b) Users with IBM (3270-type) terminals must type “TIP” to
see this prompt.

3. Type your assigned user-ID and password. Then transmit.
Example: > PER822JAS/PASSWORD

4. You will see the following message displayed:
> Unisys 1100 Operating System Level
> 43R1-009A (RSI)* HOST A
> Current session number:
> Previous session was:
> DATE: TIME:

NOTE: Previous session refers to your last system access. DATE and
TIME fields are the current date and time at sign-on.

5. Go to the HOME position and type “PMIS”. Then transmit.
6. You are now signed onto PMIS. You will see a general PMIS message

(a PMIS Broadcast message) displayed. You have access to PMIS transactions
and applications.

Changing Passwords

* Expired Password
Every 30 days you will be prompted to change your password.

1. If your password has expired, you will see the following prompt when
you attempt to sign on:

> Your password has expired.
> Enter your new password:
>

2. Type your new password. Then transmit.

3. You will see the following message displayed:
> Your password has been replaced.
> Unisys 1100 Operating System Level

Commonwealth of Virginia Issued: 08/31/94
Department of Human Resource Management Revised: 09/25/00
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> 43R1-009A (RSI)* HOST A
> Current session number:
> Previous session was:
> DATE: TIME:
4. The system will ask you to enter a "Clearance Level". Just transmit.
5. Go to the HOME position and type “PMIS.” Then transmit.
6. You are now signed onto PMIS. You will see a general PMIS
message (a PMIS Broadcast message) displayed. You have access to PMIS
transactions and applications.

* Changing A Current Password

You must maintain your password for at least two days before changing

1. Atthe system prompt,

> Enter your user-id/password and clearance level:
>

Type your user-id/current password/new password. Then transmit.

2. At this point the steps are the same as described above in
steps 3-5 for Expired Password.

SYSTEM ACCESS PROBLEMS/TERMINAL IDENTIFICATION (PID)

After you have logged onto PMIS, type WCOME at the home position. You will see
"Welcome to Host A! This is PID" and a number. The number displayed is your
PID number. Write this number down; it identifies your communication line. If you
have a problem with the system, your PID number may be needed by ITECH help
you resolve the problem. If you have a problem, please contact ITECH in one of
the following ways:

1. Contact the Help Desk via the Web (preferred).

Commonwealth of Virginia Issued: 08/31/94
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Go to the homepage on our website at http://dhrm.state.va.us. Select
“Information Technology” from the menu on the top. On the next page, select
“Help Desk” from the menu on the top. Follow the instructions.

OR

Go directly to the Help Desk at http://ihelp.state.va.us.

2. Contact the Help Desk via email. Send an e-mail message to
ihelp@dhrm.state.va.us.

3. Call us at 225-2236.
After recording your PID, you may continue using PMIS.
NOTE:In some environments, your terminal identification number (same as PID)

changes with each new logon. In this case, use the WCOME transaction to
obtain your PID before you report the problem.

SIGNING-OFF PMIS
At the HOME position, type “$$CLOSE.” Then transmit.

NOTE:If you use IBM (3270-type) terminals, type “LOGOFF” at the HOME position.
Then transmit.

SYSTEM TIMEOUT

Your PMIS session will time-out after 30 minutes of inactivity. The system will
automatically sign your session off. To use PMIS again, you must sign on again.

Commonwealth of Virginia Issued: 08/31/94
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A QUICK GUIDE TO GETTING STARTED

1. Request system access.
- Contact agency PMIS Security Officer (PSO) to request a sign-on.
- Complete user-id and security agreement form and return to PSO.
- Review password and security information in Chapter 1:

Introduction
(PMIS User's Manual, Volume 1).

2. Make sure you have all of the system documentation.

3. Log on to the system.

- You need PMIS User's Manuals (Volumes | and 1) and the
Reports Index Manual. Updated Manuals are available at
http://www.dhrm.state.va.us. I

- Acquaint yourself with the sign-on process unique to your
terminal or PC.
- Remember your sign-on process. You will need it each time
you want to access PMIS.
- After signing on to PMIS, type “WCOME” and record your
terminal identification (PID) number.

Commonwealth of Virginia Issued: 08/31/94
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4. Get acquainted with the keyboard.

5. Reference the chapter of the manual that you will need to process transactions.

- Review "Inside The PMIS Manuals" in Chapter 1: Introduction
(PMIS User's Manual, Volume 1).

Ch.1

6. Get to work.

- Practice retrieving transaction screens.
- Practice retrieving the PMIS help screen (see Chapter 1.
Introduction (PMIS User's Manual, Volume 1).

Commonwealth of Virginia Issued: 08/31/94
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1. Contact the Help Desk via the Web (preferred).
Go to the homepage on our website at http://dpt.state.va.us. Select “Human I

Resources Information System” from the menu on the top. On the next page, select
“Help Desk.” Follow the instructions.
OR

Go directly to the Help Desk at http://ihelp.state.va.us.

2. Contact the Help Desk via email. Send an e-mail message to
ihelp@dhrm.state.va.us.

3. Call us at 804-225-2236.

Commonwealth of Virginia Issued: 08/31/94
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l. TRANSACTION NUMBER TRANSACTION TITLE
F1 MAPPER Fast Entry
Il. FUNCTION:

This function key/transaction lets you access MAPPER
applications quickly and easily through a MAPPER Applications
Menu.

M. DESCRIPTION:

A. This function key/transaction eliminates the need for a
MAPPER sign-on.

B. To perform this transaction, a user must have a
PMIS/UNISYS User-ID with MAPPER access privileges.

V. USERS:

All personnel with a PMIS/UNISYS User-ID and MAPPER access
privileges.

V. PROCEDURE:
A. Sign on to PMIS.
B. When the PMIS Screen returns, depress the F1 key.

You will see the MAPPER logo displayed, followed a few
moments later by the MAPPER Applications Menu. The
specific items you will see displayed on the menu will
depend on the access granted to your agency by the
MAPPER System Administrator. MAPPER applications
that may be displayed include the following:

- RECRUIT Remote Print / Display
- PCP Key Advantage Provider List

Commonwealth of Virginia Issued: 06/18/96
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- Minority/Female Talent Bank
- Agency Labels System
- PDAS

- Employee Suggestion Program
- ReEmployment Opportunity Program
- Exit MAPPER, Return to PMIS
C. Tab to the desired application and transmit.
D. When you leave a MAPPER Application, you will
automatically be returned to the MAPPER Applications
Menu.
E. To exit the MAPPER Applications Menu, either:
1. Tab to "Exit MAPPER, Return to PMIS" and transmit

OR

2. Depress the F10 key.

Commonwealth of Virginia Issued: 06/18/96
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l. TRANSACTION NUMBER TRANSACTION TITLE
@SIMAN SIMAN: Establish & Disable User-ID
1. FUNCTION:

This transaction establishes and disables a User-ID on SIMAN
(Security Software for the Department of Information Technology).

DESCRIPTION:

A.

This transaction creates or disables a User-ID on the computer
that hosts PMIS.

The authority to process this transaction is assigned by the
DPT PMIS Security Officer.

If the user requiring a User-ID is a wage employee or an
employee of a non-PMIS agency, you must complete the
PBS019 transaction before using this transaction.

After using this transaction to establish a User-ID on SIMAN,
use PBS017 (CREATE) to establish a User-1D on PMIS (see
PMIS User's Manual, Restricted Transactions - User-1D
Security Section: A-10.2).

Before using this transaction to disable a User-ID on SIMAN,
use PBS017 (DELETE) to disable the User-ID on PMIS (see
PMIS User's Manual, Restricted Transactions - User-1D
Security Section: A-10.2) must be used to disable the User-ID
on PMIS.

This transaction must be authorized by appropriate persons in
accordance with applicable policies.

USERS:

This transaction is restricted to DHRM.

Commonwealth of Virginia Issued: 06/18/96
Department of Human Resource Management Revised: 06/15/99
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PMIS (TIP): User-ID
Section: System Access Subject: Create/Change/Display/Delete
l. TRANSACTION NUMBER TRANSACTION TITLE
PBS017 PMIS (TIP): User-ID Create/
Change/Display/Delete

Il. FUNCTION/DESCRIPTION:

A. This transaction can be used to perform any of the
following four functions:

- Create a User-ID

- Change an User-ID
Display an User-1D
- Delete an User-ID

B. If the user requiring a User-1D is a wage employee or an
employee of a non-PMIS agency, you must complete the
PBSO019 transaction before using this transaction.

C. Before using this transaction to create a PMIS User-ID, use
the @SIMAN transaction to enter the User-1D into SIMAN
(Security Software for the Department of Information
Technology) (refer to the PMIS User's Manual, Restricted
Transactions - User-ID Security Section: A-10.1).

D. After using this transaction to delete a PMIS User-ID, use
the @SIMAN transaction to disable the User-ID within
SIMAN (refer to the PMIS User's Manual, Restricted
Transactions - User-ID Security Section: A-10.1).

E. This transaction cannot reset a User-ID password.

F. This transaction must be authorized by appropriate persons
in accordance with applicable policies.

V. USERS:
This transaction is restricted to the Department of Human Resource
Management.
Commonwealth of Virginia Issued: 06/18/96
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Chapter: OPERATIONAL INFORMATION

Number: 2-1.6

Page lof1l

Section: System Access

Subject: PMIS (TIP): Reset Password

l. TRANSACTION NUMBER

PERPSW

Il. FUNCTION:

TRANSACTION TITLE

PMIS (TIP): Reset Password

This transaction resets a User-1D password on the Personnel

Management Information System (PMIS).

M. DESCRIPTION:

A. This transaction lets a user enter a new password with his

or her User-ID for access to PMIS.

B. This transaction must be authorized by appropriate persons

in accordance with applicable policies.

V. USERS:

This transaction is restricted to the Department of Human
Resource Management.

Commonwealth of Virginia

Department of Human Resource Management

Issued: 06/18/96
Revised: 06/15/99



PMIS user's manuAL

Chapter: OPERATIONAL INFORMATION | Number: 2-1.7 Page 1 of 2
PMIS (TIP): Non-PMIS Employee User:
Section: System Access Subject: Create/Change/Delete
. TRANSACTION NUMBER TRANSACTION TITLE
PBS019 PMIS TIP: Non-PMIS Employee User:
Create/Change/Delete
1. FUNCTION:

This transaction creates a PMIS record for a non-PMIS employee.

DESCRIPTION:

A.

This transaction creates a record for an employee who does not
have a PMIS record (for example, wage employees, employees of
non-PMIS agencies) but needs a PMIS user-id.

B. After this transaction is completed, you must complete PBS017 to
actually create the employee’s PMIS user-id.
C. See Exhibit | for data required.
IV. USERS:
This transaction is restricted to the Department of Human Resource
Management.
V. PROCEDURE:
A. Enter transaction code:
PSB019,PERXXXAAA
where XXX is the employee’s agency number and
AAA is the employee’s initials.
B. Transmit.
C. You will see the “Non-PMIS Employer User Create/Change/Delete”
input screen. See Exhibit I.
D. Mandatory input fields are designated by asterisks. Enter
appropriate data items.
Commonwealth of Virginia Issued: 06/15/99
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PMIS (TIP): Non-PMIS Employee User:
Section: System Access Subject: Create/Change/Delete
E. Tab cursor to end.
F. Transmit.

You will see the TRANSACTION COMPLETE message displayed
when all data items are valid and the transaction is complete.

EXHIBIT I. Non-PMIS Employer User Create/Change/Delete

PES01%, PER129PDE|]

05/27/1999 13:55:06

NON-PMIS EMPLOYER USER CREATE/CHANGE/DELETE

Z Bcreen Call-Up Complete —- Proc

Commonwealth of Virginia Issued: 06/15/99
Department of Human Resource Management Revised:
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Section: Operational Guides Subject: Gateway UNISYS to IBM
l. TRANSACTION NUMBER TRANSACTION TITLE
$$OPEN IBM Gateway UNISYS to IBM
Il. FUNCTION:

This transaction provides access to the IBM mainframe computer
through the UNISYS computer that hosts PMIS.

Il DESCRIPTION:

A. This transaction lets any user with UNISYS mainframe access
also access the programs on the IBM mainframe (for example,
CIPPS - Commonwealth Integrated Personnel Payroll System,
PROBUD - Commonwealth Program Budgeting System, and
CARS - Commonwealth Accounting Reporting System).

B. In order to actually transmit and/or receive data from an IBM
system, your terminal must be registered at the Data Center as
an IBM terminal. You must also have an approved IBM system
"sign-on"” for the desired program.

V. USERS:

All agencies with UNISYS terminals and an authorized "sign-on" to the
specified IBM application may use this transaction.

V. PROCEDURE:
A. At the HOME position, enter:
$$OPEN IBM

B. Transmit.

You will see the following screen:

Commonwealth of Virginia Issued: 09/20/88
Department of Human Resource Management Revised: 06/15/99
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Section: Operational Guides Subject: Gateway UNISYS to IBM

DEPARTMENT OF INFORMATION TECHNOLOGY
COMMONWEALTHNETWORK

ENTER:

C. Enter the "sign-on" for desired IBM program.

NOTE: This is the start for the process to enter the "sign-on," user
ID, and password as required for the specific program.

D. To Exit IBM and return to UNISYS (PMIS), enter:
» $SOPEN TIP
E. Transmit.

You will see the following screen:

Commonwealth of Virginia Issued: 09/20/88
Department of Human Resource Management Revised: 06/15/99
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2-2.1

Page 30f3

Section: Operational Guides

Subject: Gateway UNISYS to IBM

DEPARTMENT OF INFORMATION TECHNOLOGY
COMMONWEALTHNETWORK

SESSION PATH CLOSED
>

SESSION PATH OPEN TO: TIP

>

ENTER:>$$open tip

F. You may now enter a PMIS transaction.

Commonwealth of Virginia

Department of Human Resource Management
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Chapter: EMPLOYEE TRANSACTIONS | Number: 3-0.0 Page 1 of 5
Section: Table of Contents Subiject:
Issued Revised
3-0.0 Table of Contents 08/08/86 02/28/01
3-1.0 Numerical Listing of Transactions 08/08/86 02/20/01
3-20 Procedural Guide
3-21 Form P-3 and P-3A 08/08/86
3-2.2 Procedure for Use of Forms
P-3,P-3A
3-2.3 Definitions of Fields on Forms P-3, P-3A
(Refer to Section 10-2.0)
3-24 Code Tables
(Refer to Section 10-3.0)
3-25 P-3/P-3A Procedure
(Agencies With Terminals) 08/08/86 04/01/01
3-2.6 P-3/P-3A Procedure
(Agencies Without Terminals) 08/08/86 04/01/01
3-2.7 The HuRMan Repository and PMIS 04/15/01
3-2.8 Incentive Pay Plan Procedure
3-29 Annual Leave Accrual Procedure
*3-2.10 No Longer Used
3-2.11 Layoff Transaction Guide 01/22/82 05/24/91
3-30 Original Appointment, Rehire
3-31 Original Appointment 06/19/81 01/03/01
3-32 Rehire 01/22/82 02/28/01
3-4.0 Transfer
3-4.1 Competitive Voluntary Transfer 08/08/86 02/26/01
3-4.2 Transfer Out To Agency Exempt
From Personnel Act/Layoff 08/08/86 12/30/94
*3-4.3 Transfer of Employee on LWOP 03/15/89
to Another Agency
*3-4.4 Transfer to Local 06/18/96
3-45 Reassignment Within Band 02/20/01 08/15/01
3-4.6 Non-Competitive Voluntary Transfer 02/26/01

*Restricted to the Department of Human Resource Management (DHRM) use only.
**Restricted to DHRM and agencies with conditional authority.

Commonwealth of Virginia
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Chapter: EMPLOYEE TRANSACTIONS | Number: 3-0.0 Page 2 of 5
Section: Table of Contents Subiject:
Issued Revised
3-5.0 Promotion
3-5.1 Promotion: Classified 08/08/86 02/26/01
3-5.2 Promotion: Faculty 08/08/86 09/25/00
*3-5.3 Promotion: Exceptional 08/08/86 09/25/00
3-6.0 Demotion
3-6.1 Demotion: Classified (Voluntary,
Performance, Disciplinary, In
Lieu of Layoff) 08/08/86 08/15/01
3-6.2 Demotion: Faculty 08/08/86 09/25/00
*3-6.3 Demotion: Exceptional 08/08/86 09/25/00
3-7.0 Classified Pay Adjustments
*¥3-7.1 No Longer Used
*¥3-1.2 No Longer Used
3-7.3 No Longer Used
3-74 No Longer Used
3-75 Classified Compensation 09/25/00 01/15/01
(Same Role/Position)
3-8.0 No Longer Used
3-9.0 Performance Management (PM)
3-9.1 Rating Evaluation 06/15/99 08/15/01
3-9.2 No Longer Used
3-9.3 PM: Agency/Sub-unit MEL 06/15/99
3-94 Employee PM Display 06/15/99 08/15/01
3-95 PM Scroll 06/15/99 08/15/01
3-9.6 PM Agency Totals 06/15/99 08/15/01
3-9.7 No Longer Used
3-98 Performance Increase Distribution Calculation 08/15/01 09/14/01
3-99 Perf. Incr. Dist. Calc. Freq. Asked Questions  08/15/01

*Restricted to the Department of Human Resource Management (DHRM) use only.
**Restricted to DHRM and agencies with conditional authority.
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Section: Table of Contents Subiject:
Issued Revised
3-9.10 PSI998 Batch Assessment Report 08/15/01
3-9.11 PI Calculation Report 11/01/01
3-9.12 Salary Adjustment Listing 11/01/01
3-9.13 Salary Adjustment Exception and Message  11/01/01
Listing
3-10.0 General Salary Adjustment
3-10.1 P-3 Reband 08/08/86 09/25/00
3-11.0 Field Changes, Miscellaneous Salary
Adjustments
3-11.1 Field Change: Personal Data
(P-3A) 08/08/86 09/20/01
3-112 Field Change: Faculty 08/08/86 09/25/00
**3-11.3 Agency Non-Routine 08/08/86 09/25/00
3-114 Faculty Salary adjustments 08/08/86 12/30/94
*3-11.5 VPI Extension Agency Salary Adjustment 08/08/86 12/30/94
3-11.6 Recall 01/22/82 12/30/94
3-11.7 Terminate Recall Rights 01/22/82 12/30/94
*3-11.8 Field Change: Classified/
Faculty 08/08/86 09/25/00
*3-11.9 Retroactive Adjustment 09/10/86 09/25/00
3-11.10 Update Leave Anniversary and
Separation Dates 09/10/86 08/01/99
3-11.11 Employee Reestablish 06/18/96 09/25/00
*3-11.12 No Longer Used
3-11.13 No Longer Used
3-11.14 Agency Acting Pay 06/18/96 09/25/00
3-11.15 Agency Special Rate 06/18/96 09/25/00
3-11.16 No Longer Used
3-11.17 Employee Change to Exempt Role 09/25/00

*Restricted to the Department of Human Resource Management (DHRM) use only.
**Restricted to DHRM and agencies with conditional authority.
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Section: Table of Contents Subiject:
Issued Revised
3-12.0 Leaves
3-12.1 Leave Without Pay, Suspension 08/08/86 09/25/00
3-12.2 Leave Without Pay/Layoff 01/22/82 12/30/94
3-12.3 Educational and Accumulated
Leaves With Pay 08/08/86 12/30/94
3-12.4 Leave Extension 08/08/86 12/30/94
*3-12.5 Mobility Leave 08/08/86
3-12.6 Employee Leave Balance Update 09/10/86 08/01/99
3-12.7 Leave Without Pay - Family and
Medical Leave 01/21/94
3-12.8 VSDP Update 02/01/99
3-12.9 VSDP Disability Leave: Short-term 02/01/99
(No Worker's Compensation)
3-12.10 VSDP Disability Leave: Short-term 02/01/99
(With Worker's Compensation)
3-12.11 VSDP Disability Leave: Long-Term 04/15/99
(No Worker's Compensation)
3-12.12 VSDP Disability Leave: Long-Term 04/15/99
(With Worker's Compensation)
3-12.13 VSDP Disability Leave: Long-Term - Working 01/15/01
(w/o Worker's Compensation)
3-12.14 VSDP Disability Leave: Long-Term —Working 01/15/01
(With Worker's Compensation)
3-13.0 Separation
3-13.1 Resignation, Layoff, Retirement,
Death, Removal 08/08/86 09/20/01
3-14.0 Informational Displays
3-14.1 Active Employee-Current Display 09/10/86 09/14/01
3-14.2 Active Employee Transaction 08/08/86 09/25/00
History Summary
3-143 Employee Suspense Record 09/10/86 12/30/94

*Restricted to the Department of Human Resource Management (DHRM) use only.
**Restricted to DHRM and agencies with conditional authority.
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Issued Revised
3-14.4 Person Display-Active or Separated 09/10/86 09/25/00
3-145 SEARCH 06/15/89 09/20/90
3-14.6 Separated Employee Transaction 06/15/89 09/25/00
History Summary
3-14.7 Employee Scroll 06/18/96
3-14.8 Person Name Scroll 06/18/96
*3-14.9 Suspense Scroll 06/18/96
3-14.10 Employee Transaction Menu 06/18/96
3-14.11 Display Employee Pay History 09/25/00

NOTE: For Incentive Pay Plan (IPP) Displays, refer to Section 3-9.0
3-15.0 Exempt Agency Transactions

3-16.0 Employee Data Maintenance Transactions

3-16.1 Employee Delete 08/15/89 08/01/99
3-16.2 Person Delete 08/15/89 08/01/99
*3-16.3 Separated Person Update 08/15/89

3-16.4 Suspense Delete 05/17/93

3-16.5 No Longer Used

*3-16.6 Retracted Action 04/15/01

*Restricted to the Department of Human Resource Management (DHRM) use only.
**Restricted to DHRM and agencies with conditional authority.
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Numerical Listing of Employee
Section:  and Position/Employee Subject:
Transactions
TRANSACTION REFERENCE
NUMBER TRANSACTIONTITLE NUMBER
EMPLOY Employee Transaction Menu 3-14.10
SEARCH SEARCH 3-145
PSE001 Request Original Appointment Screen 3-31
PSEQ02 Request Employment Screen 3-32
*PSE004 Request Transfer of Employee on LWOP
to Another Agency 3-43
PSEQ11 Suspense Delete 3-16.4
PSEO013 Competitive Voluntary Transfer 3-41
PSE014 Reassignment Within Band 3-45
PSEO015 Non-Competitive Voluntary Transfer 3-46
PSE021 Rehire - Category | 3-32
PSEQ22 Rehire - Category Il 3-32
PSE023 Rehire - Category Ill 3-32
PSE024 Return from Suspension 3-32
PSE025 Rehire - Category IV 3-32
PSE026 Rehire - Category V 3-32
PSEQ27 Return from Long-term Disability Leave 3-32
PSEO030 Educational Leave With Pay 3-12.3
PSEO031 Accumulated Leave With Pay 3-12.3
*PSE032 Mobility Leave 3-12.5
PSEQ33 Leave Extension 3-124
PSE034 VSDP Disability Leave: Short-Term (No Worker's Compensation)  3-12.9
PSE035 VSDP Disability Leave: Short-Term (With Worker's Compensation) ~ 3-12.10
PSE036 VSDP Disability Leave: LongTerm (No Worker's Compensation 3-12.11
PSE037 VSDP Disability Leave: Long-Term (With Worker's Compensation)  3-12.12
PSE040 Classified Promotion 3-51
PSE043 Person Delete 3-16.2
PSE044 Employee Delete 3-16.1
PSE045 Faculty Promotion 3-52
PSE046 Voluntary Demotion 3-6.1
PSEQ47 Proficiency Demotion 3-61
PSE048 Disciplinary Demotion 3-6.1
PSE049 Demotion in Lieu of Layoff 3-6.1
PSE050 Faculty Demotion 3-62
PSE051 Recall 3-116
PSE052 Terminate Recall Rights 3-11.7
PSE065 Classified Compensation (Same Role and Position) 3-75
*Restricted to the Department of Human Resource Management (DHRM) use only.
**Restricted to DHRM and those agencies that have conditional approval authority.
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Numerical Listing of Employee
Section:  and Position/Employee Subject:
Transactions
TRANSACTION REFERENCE
NUMBER TRANSACTIONTITLE NUMBER
*PSE080 Exceptional Promotion 3-53
*PSE081 Exceptional Demotion 3-63
PSE083 Faculty Field Change 3-112
PSE088 VSDP Update 3-12.8
PSE089 Employee Reestablish 3-11.11
*PSE090 Field Change: Classified/Faculty 3-11.8
PSE091 Field Change: Personal Data (P-3A) 3-111 I
*PSE098 Separated Person Delete 3-16.3
PSE099 Retracted Action 3-16.6
PSE100 Transfer Out to Agency Exempt from
Personnel Act/Layoff 3-42
PSE101 Resign - Home Responsibilities 3-131
PSE102 Resign - Better Job 3-13.1
PSE103 Resign - Dissatisfied 3-13.1
PSE104 Resign - lll Health 3-13.1
PSE105 Resign - School 3-13.1
PSE106 Resign - Leaving Area 3-131
PSE107 Resign - During Probation 3-13.1
PSE108 Resign - Military Service 3-13.1
PSE109 Resign - Other 3-13.1
PSE113 Separated - Completion of Limited
Appointment 3-131
*PSE114 Transfer To Local 3-44
PSE115 Separated - Layoff Leave Expired 3-13.1
PSE120 Suspension - Violation of Standards
of Conduct 3-12.1
PSE121 Suspension With Pay 3121
PSE127 LWOP - Layoff (Temporary Work Force
Reduction) 3-12.2
PSE128 LWOP - Layoff (Organizational) 3-12.2
PSE129 Separated - Layoff 3-13.1
PSE130 LWOP - Military 3-121
PSE131 LWOP - lll Health 3-121
PSE132 LWOP - Education 3-12.1
PSE133 LWOP - Home Responsibilities 3-12.1
PSE134 LWOP - Other 3121
PSE135 LWOP - Family and Medical 3-12.7
*Restricted to the Department of Human Resource Management (DHRM) use only.
**Restricted to DHRM and those agencies that have conditional approval authority.
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Numerical Listing of Employee
Section:  and Position/Employee Subject:
Transactions
TRANSACTION REFERENCE
NUMBER TRANSACTIONTITLE NUMBER
PSE136 Disability Retirement 3-13.1
PSE137 Service Retirement 3-131
PSE138 Death 3-131
PSE139 Separated — Long-Term Disability 3-131 |
PSE140 Removed - Unadapted for Assigned Work 3-13.1
PSE141 Removed - Violations of Standards of
Conduct 3-131
PSE142 Removed - Unsatisfactory Performance
During Probationary Period 3-13.1
PSE143 Removed - Neglect of Duty 3-13.1
PSE145 Removed - Failure to Report After
Approved Leave 3-13.1
PSE180 VSDP Long-Term Disability Leave (w/o Worker's Comp) 3-12.13
PSE181 VSDP Long-Term Disability Leave (With Worker's Comp) 3-12.14
*PSE201 Non-Routine Adjustment 3-115
PSE204 P-3 Reband 3-10.1
PSE205 Faculty Salary Adjustment 3-114
*PSE210 Health Care Professional Salary Update 3-11.12
*PSE211 Agency Non-Routine 3-11.3
PSE216 Agency Acting Pay 3-11.14
PSE217 Agency Special Rate 3-11.15
*PSE231 Retroactive Adjustment 3-11.9
PSE300 Produce P-3 3-16.5
PSE301 Original Appointment 3-31
PSE302 Rehire - Category | 3-32
PSE304 Classified Return From Leave With Pay 3-3.2
PSE304 Return From Leave/Reinstate from STD - Wrkg or LTD - Wrkg 3-3.2
PSE305 Active Employee-Current Display 3-14.1
PSE308 Display Employee Suspense Record 3-143
PSE309 Active Employee Transaction History 3-14.2
Summary
PSE310 Display Employee Pay History 3-14.11
PSE311 Person Display-Active or Separated 3-14.4
PSE312 Separated Employee Transaction History 3-14.6
Summary
PSE314 Update Leave Anniversary Date and
Separation Date 3-11.10
*Restricted to the Department of Human Resource Management (DHRM) use only.
**Restricted to DHRM and those agencies that have conditional approval authority.
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Numerical Listing of Employee
Section:  and Position/Employee Subject:
Transactions
TRANSACTION REFERENCE
NUMBER TRANSACTIONTITLE NUMBER
PSE315 Employee Leave Balance Update 3-12.6
PSE320 Employee Scroll 3-14.7
PSE321 Person Name Scroll 3-14.8
*PSE322 Suspense Scroll 3-14.9
PSE399 Employee Change to Exempt Role 3-11.17
PSI000 Rating Evaluation 3-9.1
PSI104 PM: Agency/Sub-unit MEL 3-93
PSI305 PM Display 3-94
PSI306 PM Scroll 3-95
PSI998 Performance Increase Distribution Calculation 398
PSI999 Agency Totals 3-9.6
PSP146 Position Role Change and Employee Change 4-6.2
PSP147 Lateral Position Role Change and Employee
Change 4-6.2
PSP148 Upward Position Role Change and Employee
Change 4-6.2
PSP149 Downward Position Role Change and Employee
Change 4-6.2
PSP156 Temporary Position Role Change and Employee Change 4-6.4
PSP157 Temporary Lateral Position Role Change and Employee
Change 4-6.4
PSP158 Temporary Upward Position Role Change and Employee
Change 464
PSP159 Temporary Downward Position Role Change and Employee
Change 4-6.4
PSP400 Position/Employee Administrative Role
Change 4-7.6
*Restricted to the Department of Human Resource Management (DHRM) use only.
**Restricted to DHRM and those agencies that have conditional approval authority.
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P-3/P-3A Procedure
Section: Procedural Guide Subject: (Agencies with Terminals)
l. FUNCTION:

This procedure lets agencies with data entry terminals enter employee
transactions in the Personnel Management Information System (PMIS)
and initiate employee additions and salary changes in the agency
payroll. The P-3 and P-3A forms are the official forms used in this
procedure.

Il. DESCRIPTION:
P-3 Form

A. The P-3 form is the source document for employee transactions
in PMIS. (Refer to Section 3-2.1.)

1. The approved P-3 is the permanent record of the
employee transaction. It remains in the employee’s
personnel file in the employing agency.

2. Submission of an approved P-3 initiates a PMIS
transaction to enter information for a new employee or to
change information on a current employee.

3. The approved P-3 also initiates employee additions and
salary changes in the agency payroll. All salary changes
in the agency payroll must be entered in PMIS prior to
issuance of the payroll. Failure to do so will cause the
Department of Accounts, Payroll Section to withhold the
employee’s paycheck.

B. For every transaction completed in PMIS, the Department of
Human Resource Management (DHRM) generates a completed
P-3 form. This form is placed in the agency’s folder in the
DHRM HuRMan repository. (Refer to Section 3-2.7)

1. This P-3 verifies the employee transaction just entered.
Your agency is responsible for reviewing this P-3.

2. This P-3 becomes the originating document for the next
transaction. Itis placed in the employee’s personnel file

Commonwealth of Virginia Issued: 08/8/86
Department of Human Resource Management Revised:04/01/01
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P-3/P-3A Procedure
Section: Procedural Guide Subject: (Agencies with Terminals)

for future use. The online version is available in the I
DHRM HuRMan repository (refer to Section 3-2.7).

P-3A Form

A. The P-3A form is the source document for entering personal
data for new employees or changing personal data for current
employees. (Refer to Section 3-2.1.)

1. The P-3A form is submitted in addition to the P-3 when
any personal data items appearing on the P-3A have
changed. The P-3A accompanies the P-3 throughout the
procedure.

2. The P-3A is submitted alone when a P-3 transaction is
not required but a personal data item changes.

3. A copy of the P-3A is a permanent record of the personal
data item change. It remains in the employee's personnel
file in the employing agency.

4. The P-3A facilitates the entry of personal data for a new
employee and initiates the PMIS transaction to change
personal data for a current employee.

B. For every transaction completed in PMIS, DHRM generates a
completed online P-3A form. This form is placed in the agency’
folder in the DHRM HuRMan repository (Refer to Section 3-2.7)|
1. This P-3A confirms the change in the data items on the

P-3A. Your agency is responsible for reviewing the
emailed P-3A for accuracy.

2. This P-3A becomes the originating document for the next
change in a personal data item. ltis placed in the
employee’s personnel file for future use. The online
version is available in the DHRM HuRMan repository. I

Il. PROCEDURE:
Commonwealth of Virginia Issued: 08/8/86
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A. Preparation of the P-3 and P-3A

1. For an original appointment, use the blank P-3/P-3A
forms at the P-3/P-3A website
(https://webl.dhrm.state.va.us/p3).

Once you're on the website, select Help (book with
question mark in upper right-hand corner of
screen). A list of choices will appear on the left
side of the screen.

Select How To (FAQ). A list of choices will appear.
Select Get a blank P3.

Print and fill in the form.

2. For a current employee change, obtain the most recent
online P-3 from your agency’s folder on the DHRM HuRMan website.
Search for specific P-3/P-3A form(s) by:

Date
SSN
Last Name

ID number (PMIS will assign an ID number
to each new P-3/P-3A).

Check the box labeled “Current P3/P3A” if you want only the
most recent P3/P3A for an employee. Leave this box
unchecked if you want all P3/P3A forms on file for an
employee.

4. Obtain approval for transaction as required by State and
agency policy.

5. File copies of the approved P-3 and the P-3A in the
employee’s personnel file.
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B. Processing of the P-3 and P-3A

1. All routine employee transactions

a) Your agency’s personnel transaction data entry
section should complete the online P-3/P-3A.

b) Send a copy of the P-3 to your agency payroll
section. Enter change on the agency payroll.
DO NOT submit a copy with payroll to the
Department of Accounts, Payroll Section.

C) Verify the accuracy of the P-3 and/or P-3A in your
agency'’s folder in the DHRM HuRMan repository.

d) Place a copy of P-3 and/or P-3A in the em-
ployee's personnel file for future use.

2. Exceptional salary transactions

a) Send a letter requesting the exceptional salary
action to the Office of Compensation and
Classification at DHRM. The letter must include
background and sup port information.

b) If the exceptional salary action is approved, DHRM
will enter the approved change.

Q) DHRM will return the approved request
letter to the agency. The online P-3 will be
placed in the agency’s folder in the
HuRMan repository.

(2) Your agency will prepare the payroll with
the employee's changed salary and forward
the payroll.

3 If you do not receive the approved request
letter and find the completed P-3 in your
agency’s HuRMan folder by the payroll
closeout date, check the employee's PMIS

Commonwealth of Virginia Issued: 08/8/86
Department of Human Resource Management Revised:04/01/01



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS

Number:

3-25 Pag_;e 50f6

Section: Procedural Guide

Subject:

P-3/P-3A Procedure
(Agencies with Terminals)

record
approv

(@)

(b)

(PSE305 or PSE310) for the
ed change.

If the salary adjustment has been
entered in PMIS, the salary
adjustment may be entered on the

payroll.

If the salary adjustment has not been
entered in PMIS, the salary
adjustment may not be entered on

the payroll.

C) If the exceptional salary adjustment is
disapproved, DHRM will return the request letter to
the agency.

1)

Remove the copy of the P-3 from the
employee's personnel file.
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FLOW CHART OF THE P-3/P-3A PROCEDURE: For Agencies with Terminals

Begin new P-3 (& P-3A) for
original appointment or
re-employment.

%

Obtain most recent P-3/P-3A from DHRM
HuRMan repository or employee’s file.

Complete P-3/P-3A on requested action line (“Req”). Obtain agency approval.

DOA notifies
Agency

v

Agency approves P-3/P-3A

v

Exceptions? ves

Agency Data Entry
into PMIS and online
P-3/P-3A (DHRM
HuRMan)

v

Agency prints P-3/P-3A
(DHRM HuRMan)

Agency verifies P-3/P-
3A and retains
approved copies

v

Agency notifies payroll

PMIS/payroll match?

Yes

DOA issues paycheck

DHRM
Compé&Class

Approves?

Agency

Notified

v

Proble
Resolved>—W|

No
Agency

notified

Yes

(DHRM

DHRM data entry
into PMIS and
online P-3/P-3A

HuRMan)

v

Agency notified
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l. FUNCTION:

This procedure lets agencies without data entry terminals initiate
employee transactions in the Personnel Management Information
System (PMIS) and employee additions and salary changes in the
agency payroll. The P-3 and P-3A forms are the official forms used in
this procedure.

Il. DESCRIPTION:
P-3 Form
A. The P-3 form is the source document for employee transactions

in Personnel Management Information System PMIS. (Refer to
Section 3-2.1.)

1. The approved P-3 is the permanent record of the
employee transaction. It remains in the employee’s
personnel file in the employing agency.

2. Submission of an approved P-3 initiates a PMIS
transaction to enter information for a new employee or to
change information on a current employee.

3. The approved P-3 also initiates employee additions and
salary changes in the agency payroll. All salary changes
in the agency payroll must be entered in PMIS prior to
issuance of the payroll. Failure to do so will cause the
Department of Accounts, Payroll Section to withhold the
employee’s paycheck.

B. For every transaction completed in PMIS, the Department of
Human Resource Management (DHRM) generates a completed
P-3 form. This form is placed in the agency’s folder in the
DHRM HuRMan repository. (Refer to Section 3-2.7)

1. This P-3 verifies the employee transaction just entered.
The responsible Human Resources (HR) agency is
responsible for reviewing this P-3 for accuracy.
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2. This P-3 becomes the originating document for the next

transaction. ltis placed in the employee’s personnel file
for future use. A copy is placed in the agency'’s folder in
the DHRM HuRMan repository (refer to Section 3-2.7). I

P-3A Form

A. The P-3A form is the source document for entering personal
data for new employees or changing personal data for current
employees. (Refer to Section 3-2.1.)

1. The P-3A form is submitted in addition to the P-3 when
any personal data items appearing on the P-3A have
changed. The P-3A accompanies the P-3 throughout the
procedure.

2. The P-3A is submitted alone when a P-3 transaction is
not required but a personal data item changes.

3. The original P-3A is a permanent record of the personal
data item change. It remains in the employee's personnel
file in the employing agency.

4. The P-3A facilitates the entry of personal data for a new
employee and initiates the PMIS transaction to change
personal data for a current employee.

B. For every transaction completed in PMIS, DHRM generates a
completed online P-3A form. This form is placed in the agency’s
folder in the DHRM HuRMan repository (Refer to Section 3-2.7).

1. This P-3A confirms the change in the data items on the
P-3A. Your responsible HR agency is responsible for
reviewing this online P-3A for accuracy.

2. The P-3A becomes the originating document for the next
change in a personal data item. It is placed in the
employee’s personnel file for future use. The online I
version is available in the DHRM HuRMan repository.
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M. PROCEDURE:

A. Preparation of the P-3 and P-3A

1.

For an original appointment or when the appropriate
P-3/P-3A is not available, use blank P-3/P-3A forms.

For a current employee change, obtain the most recent
P-3 from the employee's personnel file. When
appropriate, also obtain the most recent P-3A from the
employee's file.

Complete the P-3 by typing or writing the changes in the
appropriate blocks. When appropriate, complete a P-3A
form in the same manner.

Obtain approval for transaction as required by State and
agency policy. Both forms must be signed.

File originals of the approved P-3 and P-3A in the
employee’s personnel file. These pages are the only
ones that become part of the employee’s official
personnel file.

B. Processing of the P-3 and P-3A

1. Original appointments, rehires, routine salary transactions
a) Send a copy of the approved P-3 to your agency
payroll section. When appropriate, a copy of the
P-3A accompanies the P-3 throughout the
procedure.
b) Enter the employee changes on the agency
payroll.
c) Forward the payroll listing with copies of each P-3 and
P-3A to the Payroll Section, Department of Accounts.
The Department of Accounts will forward your person-
nel documents to DHRM.
Commonwealth of Virginia Issued: 08/08/86
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d) After DHRM enters the transaction, an online copy of
the P-3/P-3A will be placed in your agency’s folder in
the DHRM HuRMan repository.

e) Your responsible HR agency should verify the
accuracy of the online P-3 and/or P-3A.

f) Place the P-3 and/or P-3A in the employee's
personnel file for future use.

2. Exceptional salary transactions

a) Prepare letter requesting exceptional action.
Include background and supporting information for
requested change.

b) Send a copy of the P-3 to the agency's payroll sec-
tion. (The P-3 should reflect the desired change.)
When appropriate, a copy of the P-3A
accompanies the P-3 throughout this procedure.

C) Enter the requested change on the agency payroll.

d) Attach a note to the copy of the P-3 identifying this
transaction as an exceptional action.

e) Send request letter and the copy of the P-3 with
the payroll to the Department of Accounts, Payroll
Section.

f) If the exceptional action is approved, DHRM enters
the transaction in PMIS.

Q) DHRM returns the approved request letter
to the agency and places a completed copy
in the agency’s folder in the DHRM
HuRMan repository.

(2) The agency places the approved request
letter in the employee's personnel file. This
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letter and the P-3 become permanent parts
of the employee's personnel file.

3 The responsible HR agency reviews the
online P-3 and P-3A for accuracy and
places them in the employee's personnel
file for future use.

9) If the exceptional action is not approved, the
request letter and copy of the P-3 are returned to
the agency.

(1) DHRM informs the Department of Accounts,
Payroll Section that the employee's salary
change has not been approved.

(2 The agency follows established payroll
procedures to initiate correct payment of
employee.

3 The agency removes of the P-3 from the
employee's personnel file.

4) The employee's next personnel action must
be typed on a blank P-3 since the previous
P3 cannot be used again.

3. Personnel transactions not affecting salary

a) Send a copy of the P-3 or P-3A directly to DHRM.

b) The responsible HR agency should verify the
accuracy of the P-3 or P-3A placed in the agency’s
folder in the DHRM HuRMan repository after the
transaction has been entered. I

C) Place the P-3 or P-3A in the employee's personnel
file for future use.
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FLOW CHART OF THE P-3/P-3A PROCEDURE: Agencies Without Terminals

Begin new P-3 (& P-3A) for
original appointment or
re-employment.

Yes

New Employee?

No

Obtain most recent P-3/P-3A from employee’s

file.

N

Complete P-3/P-3A on requested action line (“‘Req”). Obtain agency approval.

PR

v

Agency approves P-3/P-3A

v

Agency sends P-3/P-3A to

DOA

Exceptions

Yes

No
DHRM Data Entry
into PMIS

v

Responsible HR agency
enters data into online P-
3/P-3A (DHRM HurMan)

v

Responsible HR
agency prints P-3

v

Responsible HR agency verifies P-3
and retains approved copies

PMIS/Payroll
Match?

DOA issues paycheck

v

@

DHRM
Comp./Class
Approves?

Agency Notified

Yes

Problem
Resolved?

Agency
No notified

DOA notifies agency
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FLOW CHART OF THE P-3/P-3A PROCEDURE: For Agencies Without

Begin new P-3 (& P-3A) for
original appointment or
re-employment.

Terminals

New Employee?

Obtain most recent emailed P-3/P-3A from
employee’s file.

Complete P-3/P-3A on requested action line (“Req”). Obtain agency approval.

v

Agency approves P-3/P-3A

v

Agency sends P-3/P-3A to DOA

v

P-3(A)/Payroll

DOA notifies agency

Match? —»
Yes
Yes
No

v

DHRM Data Entry  [€—

Emailed F-3
returned to agency
from DHRM

v

Agency verifies emailed
P-3 and retains
approved copies

v

DHRM
Comp. & Class.
Approves?

Agency Notified

|

DOA issues paycheck

Yes Problem EB Agency
Resolved notified
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l. FUNCTION/DESCRIPTION:

The Human Resource Management (HuRMan) tool is the gateway on
DHRM'’s website to the following types of information:

Agency personnel reports
EEO monitoring reports
Salary data from the private sector

ll. PROCEDURE:

A. To gain access to HuRMan:
You must have a HURMan userid and password to view the data on
HuRMan. This is not the same as your PMIS userid and password.
Your Agency’'s PMIS Security Officer will request your HuRMan
userid and password.

B. To access Agency personnel reports:

1. Go to the DHRM website at http://www.dhrm.state.va.us.

2. Atthe top, click on the tab Information Technology. You will
see a new page displayed.

3. Atthe top, click on the tab HuRMan. You will see a new page
displayed.

4. Click on the link Data and Report File Repository. You will see
a new page displayed.

5. Click on the link Enter File Repository. You will see a list of
folders, labeled with agency numbers.

6. Locate the folder for your agency. Double-click on the folder. You
will be prompted for your HuRMan userid and password.

7. Enter your userid and password. Youwill a list of reports.

8. Double-click on the desired report.
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C. To access EEO monitoring reports:

1.

2.

5.

Go to the DHRM website at http://www.dhrm.state.va.us.

At the top, click on the tab Information Technology. You will
see a new page displayed.

At the top, click on the tab Workforce Planning. You will be
prompted for your HuRMan userid and password.

Enter your userid and password. You will see a new page
displayed.

Select the link for the information desired.

D. To access salary survey data from the private sector:

1. Go to the DHRM website at http://www.dhrm.state.va.us.

2. Atthe top, click on the tab Information Technology. You will
see a new page displayed.

3. Atthe top, click on the tab HuRMan. You will see a new page
displayed.

4. Click on the link HR Analysis Tools. You will see a new page
displayed.

5. Click on the link Salary Survey Data. You will be prompted for
your HuRMan userid and password.

6. Enter your HuRMan userid and password. You will see a new
page displayed.

7. Select the options to view the desired data.
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l. FUNCTION/DESCRIPTION:

A. This procedure helps you determine the rate at which a re-employed
employee will accrue annual leave. This procedure should be used for
both faculty and classified positions. When determining the leave
accrual rate, you must consider all eligible service, not just last
continuous service eligible service.

B. Annual leave accrual data on the P-3 form and in PMIS includes the
“next anniversary number” and the “next leave anniversary date” data
fields.

Next anniversary number — number of years of service completed.
Next leave anniversary date — date when annual leave accrual rate
will increase.

Il. PROCEDURE:

A. Verify employee’s prior state service with:
previous employing agency, or
DHRM.

B. Determine employee’s last period of continuous service. In PMIS,

this service is called prior service. Eligible types of service include
the following:

salaried full- or part-time employment;
faculty employment;
employment in exempt agency or position

Do not include hourly employment.
C. Adjust total prior service for leave periods as follows:

Include periods of leave with pay in the total.
Deduct periods of leave without pay over 14 days from the total.
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D. If employee is not eligible to credit prior service towards his/her

annual leave accrual rate, establish anniversary number and next
leave anniversary date as follows:

1. Anniversary number should be 00.

2. If re-employed on 1%t or 16™ of month, next leave
anniversary date is five years from the date of re-
employment.

3. If notre-employed on the 1! or 16" of month, next leave
anniversary date is five years from the next pay day.

E. If employee s eligible to credit prior service towards his/her annual
leave accrual rate, establish anniversary number and next leave

anniversary date as indicated below:
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STEP PROCEDURE EXAMPLE

1 Calculate total creditable prior service:

prior service (last period of continuous 36 months
state service)

- any periods of leave without pay or -0
suspension for more than 14 days

= total creditable prior service = 36 months
2 Calculate service credit needed to reach
next annual leave accrual adjustment
increment:
next annual leave adjustment increment 60 months (5 yrs.)
- creditable prior service (from step 1) - 36 months (3 yrs.)
= service credit needed to reach next annual | = 24 months (2 yrs.)
leave accrual adjustment increment
3 Move the effective date of the re- Employee re-employed
employment forward by the amount of effective 4/1/01.
projected service credit needed to reach
next annual leave accrual adjustment Service needed to attain
increment (from step 2). five years is 24 months (2
years).

Projected effective date
for adjustment of annual
leave accrual rate:

4/1/03.
4 Next leave anniversary date = projected
effective date for adjustment of annual leave 4/1/03
accrual rate (from step 3)
5 Anniversary number 00

Note: PMIS will automatically calculate any future adjustments through
transactions or periodic anniversary updates.
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This chart will help you select the appropriate PMIS transaction to administer the provisions of the Layoff Policy.

IF...

THENUSE . ..

RESULT ...

Employee is to be placed in temporary
work force reduction status

PSE127 - Leave Without Pay/ Layoff
(Temporary Work Force Reduction)

Places employee in leave status.

Provisions of Layoff Policy are applied and
no placement available to employee.

PSE128 - Leave Without Pay/ Layoff
(Organizational)

Places employee in leave status.
Employee has Recall/Rehire rights for
12 months unless employee is rehired,
recalled, or separated before the 12
months expire.

Provisions of the Layoff Policy are applied
and employee accepts placement into job
of same pay grade.

PSEO013 - Lateral (Voluntary) Transfer

Transfers employee into different
position within current or different
agency. Employee has no
Recall/Rehire rights.

Provisions of Layoff Policy are applied

AND...

0 Employee is placed into a role in
a lower band within the same
agency or parent organization.

0 Employee received official notifi-

cation of layoff and accepted job
in role having lower band in a
different agency.

PSE049 - Demotion in Lieu of Layoff

Demotes employee into role of a lower
band. Employee has Recall/ Rehire
rights until former role or band level is
obtained again, or employee
separates.

Provisions of Layoff Policy are applied and
employee refuses placement into job of
same pay band not requiring relocation.

PSE129 - Separated/Layoff

Separates employee from State
service.

An employee is in LWOP/ Layoff
(Organizational) status resulting from
transaction PSE128

AND...

0 Is recalled to former role in
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IF... THEN USE . .. RESULT. ..

former agency or parent
organization; i.e, same role &
same agency.

0 Achieves current band of former
classification through employee
advancement.

0 Is rehired into same/similar role

in an agency other than the
agency or parent organization in
which layoff occurred; i.e,
same/similar role, different

PSEO051 - Recall

Appropriate employee transaction

Returns employee to position in former
role and terminates employee's
Recall/Rehire rights.

Terminates employee's Recall/Rehire
rights.

Returns employee to State service.

agency. PSE002 - Request Employment
Screen (PSE022 - Rehire: Category II) 0 Class band is equal to
current band of former role, &
employee's Recall/Rehire
rights are terminated.
0 Is rehired into different role in PSE002 - Request Employment Returns employee to State service.
any agency. Screen (PSE023 - Rehire: Category IlI)

0 If role band is equal to or
higher than current band of
former role, employee's
Recall/Rehire rights are
terminated.

0 If role band is lower than
current band of former class,
the employee's Recall/
Rehire rights continue.

An employee is in LWOP/ Layoff
(Organizational) status resulting from
transaction PSE128

AND...

0 Resigns

PSE129 - Separated/Layoff

Separates employee from State
service. Terminates employee's

Commonwealth of Virginia

Department of Human Resource Management

Issued: 01/22/81
Revised: 06/15/99




PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-2.11 Page 3 of 4
Section: Procedural Guide Subject: Layoff Transaction Guide
IF... THEN USE .. .. RESULT ...
Recall/Rehire rights.
0 Refuses job offer to former role PSE129 - Separated/Layoff Separates employee from State

0

not requiring relocation.

Leave period expires.

PSE115 - Separated/Layoff Leave
Expired

service. Terminates employee's
Recall/Rehire rights.

Separates employee from State
service. Terminates employee's
Recall/Rehire rights.

AND. ..

0

0

0

Employee is in LWOP/ Layoff
(Temporary Work Force Reduction)
resulting from transaction PSE127

Resigns

Is rehired into same role

Is rehired into different role

PSE129 - Separated/Layoff

PSE002 - Request Employment
Screen (PSE022 - Rehire: Category II)

PSE002 - Request Employment
Screen (PSE023 - Rehire: Category

)

Separates employee from State
service.

Returns employee to State service.

Returns employee to State service.

Employee is in separation status resulting
from transaction PSE129 and returns to
State service.

PSE002 - Request Employment
Screen (PSE302 - Rehire:
Category I)

Returns employee to State service.

PSE049

AND...

0

Employee is in Demotion in Lieu of
Layoff status resulting from transaction

Is recalled to former role into
former agency or parent organi-
zation. i.e, Same role & same
agency.

Achieves current band of former
role through employee
advancement.

PSE051 - Recall

Appropriate employee transaction.

Returns employee to position in former
role and terminates employee's
Recall/Rehire rights.

Terminates employee's Recall/Rehire
rights.
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IF... THEN USE . .. RESULT ...
0 Resigns, separates, is removed. | Appropriate employee transaction Separates employee from State service
and terminates employee's
Recall/Rehire rights.
0 Refuses job offer to former role

not requiring relocation.

PSE052 - Terminate Recall Rights

Terminates employee's Recall/Rehire
rights.

TRANSFERS TO EXEMPT AGENCIES

Employee receives official notification of
layoff and transfers to an agency exempt
from the Personnel Act.

Employee transferred to an agency
exempt from the Personnel Act after
official notification of layoff and 12 month
recall period ends.

PSE100 - Transfer Out to Agency
Exempt from Personnel Act/Layoff

PSE052 - Terminate Recall Rights

Transfers employee out of agency
covered by the provisions of the
Virginia Personnel Act to an exempt
agency; employee has Recall/Rehire
rights for 12 months unless employee
returns to classified service during that
time, or separates.

Terminates employee's Recall/Rehire
rights.

Commonwealth of Virginia

Department of Human Resource Management
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ORIGINAL APPOINTMENT,

Section: REHIRE

Subject: ORIGINAL APPOINTMENT

l.  TRANSACTION NUMBER TRANSACTION TITLE
PSE001 Original Appointment
Il. FUNCTION:

This transaction is used to create a classified or faculty employee record
within the Personnel Management Information System (PMIS).

III. DESCRIPTION:

A.

This transaction is used to initially establish an employee on
PMIS when an employee is hired for a full or part-time salaried
position.

B. This transaction is only for employees who do not have prior state
service as a salaried full or part-time employee in a permanent or
restricted position.

C. This transaction may be used for either classified or faculty
employees.

D. When a newly appointed employee shares a position wth an
incumbent, up to 30 days, the P-3 form must be forwarded to the
Department of Human Resource Management for data entry.

E. This transaction must be authorized by appropriate persons in the
agency.

IV. USERS:

All State agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information for
State agencies without data entry terminals.

Commonwealth of Virginia Issued: 06/19/81
Department of Human Resource Management Revised: 01/03/01
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ORIGINAL APPOINTMENT,
Section: REHIRE Subject: ORIGINAL APPOINTMENT

V. PROCEDURE:
A. Enter transaction code:
PSEOO01,NNNNNNNNN
N = Social Security Number
B. Transmit.

You will see the screen for PSE301, Original Appointment, with
mandatory input fields designated by asterisks. Refer to Exhibit I.

If the employee already has an employee record with a current
status, an error message returns stating the person is a
current employee.

If the employee has an employee record with a separated
status, the PSE302 Rehire Category | Screen returns for data
entry (refer to Employee Transactions - Original Appointment,
Rehire Section: 3-3.2 for instructions).

C. Enter appropriate data items. For valid code values, refer to the
Code Tables (PMIS User's Manual, Volume I).

For faculty, the system will not allow data to be entered into the
Anniv-Num, Next-Ann-Date, and Prior Service fields.

Effective 11/06/00, education code (formerly degree code) is
required for all employees, not just faculty. Also effective
11/06/00, “0” (not applicable) is no longer a valid entry for
education code.

For previous salary, enter the employee’s yearly salary from
the previous employment. If there is no previous employment
or the salary is not known, enter O in Previous Salary and
enter the appropriate reason code in No Prev Sal Reason.

Commonwealth of Virginia Issued: 06/19/81
Department of Human Resource Management Revised: 01/03/01
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(See PMIS User’'s Manual, Vol I, Code Tables for appropriate
reason codes.)

D. Tab cursor to end.

E. Depress the TRANSMIT key.

The TRANSACTION COMPLETE message appears on the
screen when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 06/19/81
Department of Human Resource Management Revised: 01/03/01
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Section: REHIRE Subject: ORIGINAL APPOINTMENT

EXHIBIT I. ORIGINAL APPOINTMENT SCREEN

Empl Ms

MOT be enrolled in VSDP, Move "N" after "VSDR"

Commonwealth of Virginia Issued: 06/19/81
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Section: Rehire

Subject Request Employment Screen

E.

The PSE304 transaction only returns an employee to the previous
agency. All of the ather transactions listed above allow an employee
to return to the previous or a different agency and/or role.

If the employee is employed less than 100%, the PSE302 screen
returns. This screen is used to employ the person in an additional
position. The employee's total percent time may not exceed 100%.

If the employee's record is not on the PMIS database, the computer
provides a screen for a PSE302. You may proceed if applicable prior
state service has been verified for the employee.

When an employee who is rehired shares a position with an incumbent
for up to 30 days, the P-3 form must be forwarded to the Department
of Human Resource Management (DHRM) for data entry.

These transactions must be authorized by appropriate persons.

V. USERS:

All State agencies with data entry terminals may use this transadion. The
Department of Human Resource Management enters information for State
agencies without data entry terminals.

V. PROCEDURES:

A.

B.

Verify prior applicable State service with previous agency or DHRM.
Enter the Transaction Code:
PSEO002,NNNNNNNNN
N = Social Security Number
Transmit.

You will see the Transaction Menu Screen (see Exhibit I)or the
appropriate data entry screen.

The data entry screen for PSE021 (Rehire— Category 1) is
displayed in Exhibit Il. For all other rehire transactions, the data
entry screen will be as displayed in Exhibit Ill, with appropriate
transaction titles and numbers.

Commonwealth of Virginia Issued: 01/22/82
Department of Human Resource Management Revised: 02/28/01
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Original Appointment,

Section: Rehire

Subject Request Employment Screen

D.

Enter appropriate data items.  For valid code values, refer to the
Code Tables (PMIS Users Manual, Volume ).

Effective 11/06/00, education code (formerly degree code)
is required for all employees, not just faculty. Also effective
11/06/00, 0”(not applicable) is no lon ger a valid entry for
education code.

For previous salary, enter the employees yearly salary from
the previous employment. If there is no previous employment
or the salary is not known, enter zero.

For the PSE022, the PSE025, and the PSE304 (Return from
Leave) transactions, you must enter data into the salary field.

For the PSEO024 (Return from Suspension) transaction, you must
enter data into the Standard Occupational Classification (SOC)
field. (Enter ©”(zero), then the old class code.)

For the PSEO27 (Return from Long-term Disability) transaction,
you must enter data into the State-Contr field.

For the PSE302 (Category |- Separation, Resignation, Removal)
transaction, you must enter data into the AnnivNum and Next-
Ann-Date fields.

For faculty employees, if the ORP Indicator is 'N', you may enter
data into the Next-Ann-Date and the Anniv-Num fields. However, if
the ORP Indicator is 'Y', you may not enter data into the Anniv
Num and Next-Ann-Date fields.

"/llI's" indicate fields that contain personal employee information
(i.e. address, sex, race). Donot enter data into a field designated
by "/ll/'s" unless the personal employee data has changed for that
field (i.e. an address change).

Tab cursor to End.
Transmit.

The "Transaction Complete" message displays when all data items are
valid and the transaction has been accepted.

Commonwealth of Virginia Issued: 01/22/82
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Additionally, the following message may display following acceptance of the
PSE027 transaction, depending on the employees Benefits Eligibility System
(BES) status: Employee has no participant BES record. BES record must be
created.

EXHIBIT I. Employee Rehire Transaction Menu Screen

00 11:02:17%

Commonwealth of Virginia Issued: 01/22/82
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EXHIBIT Il. Rehire (Category I— Separation, Resignation, Removal) Screen

PSE302, 123456789 REHIRE- SEPARATED PERSON RECORD EXISTS - PROCEED

02/01/2000 11:33:49
SocSec-Num 123456789 Trans-Efft-Date

Name: Last Yuppie First Buffy MI Sl Suf

Address: LineL /i Cine 20NN
City/iin State /|  ZIP /-1l Loc

Personl: Birth ////l/ Sex/ Race/ HCap/ll Alien/  Nationality /
Prior-Service State-Phone 000000000 VSDP Y Vet?

State Salary NonState-Sal SpeciatRate
Previous Salary Empl-Percent EmpkMonths

EmpkStatus EmplDuration Pay-Schedule
Anniv-Num NextAnn-Date ApptExp-Date

Education  Degree-Inst ConExpire Fac-ORP-Ind
Ten-Con  Appt-Org-Unit Higher-Ed Fac-Sal-Avg

Commonwealth of Virginia Issued: 01/22/82
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EXHIBIT Ill. Rehire Screen

PSE021 REHIRE- CATEGORY |

Previous Salary ok State Salary Frkkkkkkkck
Employee Percent. . ... .. ke Employee Months. . . . *¥****
Employee Status Employee Duration. . . *
Next-Lv-Ann-Date

Commonwealth of Virginia Issued: 01/22/82
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l. TRANSACTION NUMBER TRANSACTION TITLE
PSE013 Competitive Voluntary Transfer

Il. FUNCTION/DESCRIPTION:

A.

This transaction lets you change the PMIS record of a classified
employee who is being transferred to another position with a
recruit action against it, in the same or a different State agency.

For what was formerly called a lateral transfer (that is, a transfer
to a position with no change in salary and no recruit action
against the position), use PSEQ15, Non-Competitive Voluntary
Transfer.

The employee's new position must have the same salary band
as the previous position.

The new salary may range from the band minimum to 15%
above the current salary, or up to the hiring range minimum, if it
is higher.

The employee's new position number must be different from the
previous position number.

The employee's Incentive Pay Increase Date remains
unchanged.

For a non-competitive voluntary transfer (that is, a transfer to a
position that does not have a recruit action against it, involving a
salary increase), use PSE015, Non-Competitive Voluntary
Transfer.

This transaction must be authorized by appropriate persons in
accordance with applicable policies.

M. USERS:

Commonwealth of Virginia Issued: 08/08/86
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All State agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information
for State agencies without data entry terminals.

V. PROCEDURE:
A. Enter transaction code:

PSEO013,NNNNNNNNN
Or PSEO13,E

Where NNNNNNNNN is the social security number
And E is the employee ID number (length varies)

B. Transmit.
You will see the Competitive Voluntary Transfer data entry
screen displayed, with mandatory input fields designated by
asterisks. See Exhibit I.

C. Enter appropriate data items. For valid code values, refer to
the Code Tables (PMIS User’s Manual, Volume ).

D. Tab cursor to End.
E. Transmit.
F. You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 08/08/86
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EXHIBIT I. Competitive Voluntary Transfer Screen

PSEO013 COMPETITIVE VOLUNTARY TRANSFER
05/30/2001 11:20:34
Position

New Agency New Position

Role Code State Phone 8047759213
Months

Percent : Appt-Expire-Date.... 000000
Status Duration

Pay Schedule 24 MS-Status

Comp Leave
State-Salary oo Percent Increase. ... **+x
Optional Data

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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Transfer Out to Agency Exempt from
Section: Transfer Subject: Personnel Act/Layoff
. TRANSACTION NUMBER TRANSACTION TITLE
PSE100 Transfer Out to Agency

Exempt from Personnel Act/Layoff

Il. FUNCTION/DESCRIPTION:

A. When a classified employee receives official notification of layoff
and finds a position in an exempt agency (exempt from the
Virginia Personnel Act) prior to initiation of the layoff, this
transaction is used to transfer the employee out of the current
agency. This transaction is used whether the exempt agency is
included in or excluded from PMIS.

B. If the employee is going to an exempt agency included in PMIS,
you must use a re-employment transaction (PSE302 Rehire -
Category I). Further, you may need to process PSE090 (Field
Change), PSE080 (Exceptional Promotion), or PSE081
(Exceptional Demotion) to correct salary and dates. If the
employee is going to an exempt agency excluded from PMIS,
these additional transactions are not necessary.

C. The employee's name and pertinent information will appear on
the Recall/Rehire List for 12 months unless the employee returns
to a non-exempt agency (covered by the provisions of the
Virginia Personnel Act).

D. This transaction records the leave balances for which an
employee is to be paid at the time of the transfer. Based on
leave hours entered and appropriate policies, PMIS calculates
the dollar value for each category of leave and prints them in the
Agency Note section at the bottom of the P-3.

E. This transaction must be authorized by appropriate persons in
accordance with applicable policies.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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3-4.2 Page 20f4

Section: Transfer

Transfer Out to Agency Exempt from

Subject: Personnel Act/Layoff

M. USERS:

All State agencies with data entry terminals may use this trans action.
The Department of Human Resource Management enters information
for State agencies without data entry terminals.

V. PROCEDURE:

A. Enter transaction code:

PSE100,NNNNNNNNN
Or PSE100,E

Where NNNNNNNNN = social security number
And E = employee ID number (length varies)

B. Transmit.

You will see the Transfer Out to Exempt Agency Screen
displayed with mandatory input fields designated by asterisks.

C. Enter required data items.

Note: If the employee is to be paid for leave balances, enter the
items as listed below. If the employee is not to be paid or does
not have leave balances, enter zeroes.

1. Annual Leave

2. Compensatory Leave -

3. Sick Leave

Enter the actual number of
hours accumulated by the
transferring employee. The
hours entered cannot exceed
the maximum allowed by the
rules governing annual leave.

Enter the actual number of
hours accumulated by the
transferring employee.

Enter the actual number of
hours accumulated by the

Commonwealth of Virginia

Department of Human Resource Management

Issued: 08/08/86
Revised: 06/15/01
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Transfer Out to Agency Exempt from

Section: Transfer Subject: Personnel Act/Layoff

D. Tab cursor to End.

E. Transmit.

transferring employee. If
employee is eligible for
payment according to
appropriate rules, the hours
and dollar value of the
balance will print at the
bottom of P-3. If employee is
not eligible for payment, the
hours will print at the bottom
of P-3, but dollar value will
indicate zero.

F. You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is

accepted.

Commonwealth of Virginia
Department of Human Resource Management

Issued: 08/08/86
Revised: 06/15/01



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-4.2 Page 4 of 4

Transfer Out to Agency Exempt from
Section: Transfer Subject: Personnel Act/Layoff

EXHIBIT I. Transfer Out to Agency Exempt from Personnel Act/Layoff Screen

PSE100 TRANSFER TO AGENCY EXEMPT FROM PERSONNEL ACT/LAYOFF
05/22/2001 11:01:20

053101

BES Terminate Date... (Required For Faculty On
9, 10, or 11 Month Contract)

Annual-Leave 288.00
Comp-Leave 000.00
Sick-Leave

000002 Screen Call-Up Complete -- Proceed

NOTE: Sample data has been included in the required data fields. On an
actual screen display, asterisks (*) will reflect required data items. All
other data fields are completed as appropriate.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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Section: Transfer Subject: to Another Agency
l. TRANSACTION NUMBER TRANSACTION TITLE
PSE004 Transfer of Employee on LWOP
to Another Agency

Il. FUNCTION/DESCRIPTION:
A. This transaction lets you transfer a classified or faculty employee to
another agency while that employee is on Leave Without Pay
(LWOP) from the current agency.

B. This transaction invokes the PSE303 (Transfer of Employee On
LWOP to Another Agency) transaction.

C. Separate position numbers and records are maintained for the
employee by each agency.

D. The employee remains on LWOP at the agency from which the
employee is transferring.

[l. USERS:

This transaction is restricted to the Department of Human Resource
Management.

V. PROCEDURE:
A. Enter the transaction code:
PSEOO04,NNNNNNNNN
Where NNNNNNNNN is the social security number
B. Transmit.
You will see the Transfer of Employee on LWOP to Another

Agency screen displayed, with mandatory input fields designated
by asterisks. See Exhibit I.

Commonwealth of Virginia Issued: 03/15/89
Department of Human Resource Management Revised: 09/25/00
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Section: Transfer Subject: to Another Agency

Enter appropriate data items. For valid code values, refer to the
Code Tables (PMIS User’'s Manual, Volume 1). The following data
item is new.

* Role

C. Tab cursorto END.

D. Transmit.

E. You will see the TRANSACTION COMPLETE message displayed
when all data items are valid and the transaction is accepted.

EXHIBIT I. Transfer of Employee on LWOP to Another Agency

001139 If employee will NOT ke enrolled in V5DE, Move "N" after "VSDE"

Commonwealth of Virginia Issued: 03/15/89
Department of Human Resource Management Revised: 09/25/00
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Section: Transfer Subject: to Another Agency

Note: If you enter only the transaction code — without the social security number — and then
transmit, you will proceed as follows:

A. You will see the Employee Rehire screen, with mandatory input fields designated by
asterisks. See below.

ESE002 EMPLOYEE REHIRE

Call-Up Compl

—— A e [ e = e~

Enter appropriate data items. Enter “1” for Category.

B. You will get the Rehire — Category 1 screen. See below.

) 13:17:58

Commonwealth of Virginia Issued: 03/15/89
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Transfer of Employee on LWOP
Section: Transfer Subject: to Another Agency

Enter appropriate data items. The following data item is new. For valid code
values, refer to the Code Tables (PMIS User's Manual, Volume II).

* Role

Commonwealth of Virginia Issued: 03/15/89
Department of Human Resource Management Revised: 09/25/00
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l. TRANSACTION NUMBER TRANSACTION TITLE
PSE114 Transfer To Local

Il. FUNCTION/DESCRIPTION:
This transaction lets you transfer a state employee from a classified or
faculty position to a position within a "Locally Funded" agency (which
is notin PMIS).

M. USERS:

The transaction is restricted to the University of Virginia and to the
Department of Human Resource Management.

V. PROCEDURE:
A. Enter Transaction Code:

PSE114,NNNNNNNNN
Or PSE114,E

Where NNNNNNNNN = social security number
And E = employee ID number (length varies)

B. Transmit.

C. You will see the Tran-Loc screen displayed with mandatory
input fields designated by asterisks. Refer to Exhibit I.

D. Enter appropriate data items.
E. Tab cursor to END.
F. Transmit.
You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 06/18/96
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EXHIBIT I. Tran-Loc Screen

PSE114 TRAN-LOC

06/05/2001 11:58:48
Position
111111111/222222  Trans-Efft-Date..... 060501

BES Terminate Date... Required For Faculty On 9, 10, or 11 Mo.
Contract. Also Used for WTA Displays.

AnnualLeave
Comp-Leave
Sick-Leave

T RAN S F E R TO LO CA L*******************************

kkkkkkkkkkhkhkkkkkkhhkhkhkhkkkkhhhkhkhkkkkkhhhkhkhkkkkkixkx

WARNING
This Is Not an IP/WTA Transaction. Use this transaction for normal
separation without the benefits of IP or WTA. If you need to process an
IP/WTA action, please enter "PSEWTA" at the Home position and transmit.
From the MENU select the desired option and transmit.

000002 Screen Call-Up Complete - Proceed

NOTE: Sample data has been included in the required data fields. On an
actual screen display, asterisks (*) will reflect required data items. All
other data fields are completed as appropriate.

Commonwealth of Virginia Issued: 06/18/96
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l. TRANSACTION NUMBER TRANSACTION TITLE
PSEO014 Reassignment Within Band
1. FUNCTION/DESCRIPTION:

A. This transaction lets you change the PMIS record of a classified

employee who is:
reassigned to another position in the same pay band and
not receiving a pay increase.

B. This transaction is used to support agency staffing or operational
needs. Itis used when an employee is placed in another
position within the same band as the result of application of the
Layoff Policy.

C. The employee's new position must have the same salary band
as the previous position.

D. The salary remains the same (unless the pay area changes).

E. The employee's new position number must be different from the
previous position number.

F. The employee's Incentive Pay Increase Date remains
unchanged.

G. This transaction must be authorized by appropriate persons in
accordance with applicable policies.

M. USERS:

All State agencies with data entry terminals may use this transaction.

The Department of Human Resource Management enters information

for State agencies without data entry terminals.

A2 PROCEDURE:

A. Enter transaction code:

Commonwealth of Virginia Issued: 02/20/01

Department of Human Resource Management Revised: 06/15/01
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Section: Transfer Subject: Reassignment Within Band

PSE014,NNNNNNNNN
OR PSEO014,E

Where NNNNNNNNN is the social security number
And E is the employee ID number (length varies)

B. Transmit.

You will see the Reassignment data entry screen displayed, with
mandatory input fields designated by asterisks.

Enter appropriate data items. For valid code values, refer to
the Code Tables (PMIS User’s Manual, Volume 1).

D. Tab cursor to End.
E. Transmit.

F. You will see the TRANSACTION COMPLETE message
displayed when all data items are valid and the transaction is
accepted. See Exhibit I. Note that the hiring range minimum will
display on the final screen, but not the initial data entry screen.

Commonwealth of Virginia Issued: 02/20/01
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EXHIBIT I. Reassignment Screen

PSEO14 REASSIGNMENT
05/22/2001 11:20:34
Position
987654321/246801

New Position 00002
State Phone 8047759213
Appt-Expire-Date.... 000000
Percent . Appt-Expire-Date.... P
Status Duration
Pay Schedule MS-Status

Hiring Range Min... 020455 Hiring Range Max...041980
State-Salary 031000.00 -0r- Percent Increase....
Optional Data

Reassignment
From Agy 123 Pos 00011 Role 79033 Sal $37,045.00

000001 >>>>>>>>>>>>Transaction Complete<<<<<<<<<<<<<LLLLLLLL<

Commonwealth of Virginia Issued: 02/20/01
Department of Human Resource Management Revised: 06/15/01
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I TRANSACTION NUMBER TRANSACTION TITLE
PSEOQ15 Non-Competitive Voluntary Transfer
1. FUNCTION/DESCRIPTION:

A. This transaction lets you change the PMIS record of a classified
employee who is being transferred to another position that does
not have a recruit action against it, in the same or a different
State agency.

B. For what was formerly called a lateral transfer (that is, a transfer
to a position with no change in salary and no recruit action
against the position), use this transaction, PSE015.

C. The employee's new position must have the same salary band
as the previous position.

D. The employee’s new position must not have a recruit action
against it.

E. The new salary may range from the band minimum to 10%
above the current salary.

F. The employee's new position number must be different from the
previous position number.

G. The employee's Incentive Pay Increase Date remains
unchanged.

H. For a competitive voluntary transfer (that is, a transfer to a
position with a recruit action against it), use PSE013,
Competitive Voluntary Transfer.

l. This transaction must be authorized by appropriate persons in
accordance with applicable policies.

Commonwealth of Virginia Issued: 02/28/01
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. USERS:

All State agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information
for State agencies without data entry terminals.

V. PROCEDURE:
A. Enter transaction code:

PSEO015,NNNNNNNNN
Or PSEO15,E

Where NNNNNNNNN is the social security number
And E is the employee ID number (length varies)

B. Transmit.
You will see the Non-Competitive Voluntary Transfer data entry
screen displayed, with mandatory input fields designated by

asterisks. See Exhibit I.

C. Enter appropriate data items. For valid code values, refer to
the Code Tables (PMIS User’s Manual, Volume ).

D. Tab cursor to End.
E. Transmit.
F. You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 02/28/01
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Subject:

Non-Competitive Voluntary Transfer

EXHIBIT I. Non-Competitive Voluntary Transfer Screen

PSEO015 NON-COMPETITIVE VOLUNTARY TRANSFER

05/22/2001 11:20:34
Position

Soc-Sec-Num/ID 987654321/975082

New Agency

Role Code

Months

Percent

Status

Pay Schedule 24

State -Sa|ary Fekkk kA kk
Optional Data

New Position
State Phone 8047759213

Appt-Expire-Date.... 000000
Duration

MS-Status

Comp Leave

Percent Increase..., ******

Commonwealth of Virginia

Department of Human Resource Management

Issued: 02/28/01
Revised: 06/15/01
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Chapter: EMPLOYEE TRANSACTIONS | Number: 3-5.1 Page 10f4
Section: Promotion Subject: Classified Promotion
l. TRANSACTION NUMBER TRANSACTION TITLE
PSE040 Classified Promotion

Il. FUNCTION/DESCRIPTION:

A.

This transaction changes the PMIS record of an employee who
is being promoted from one classified position to another
classified position within the same or another state agency. This
transaction cannot be used for promotions involving trainee,
teacher, faculty, or unbanded classifications.

The employee must move from a banded classified position to
another classified position having a higher salary band.

In accordance with the Promotion Policy, the new salary is
negotiable from the minimum of the new pay band (or alternate
band) to 15% above the current salary, or up to the hiring range
minimum, if it is higher. Salary may not be below the minimum of
the new pay band (or alternate band).

Exceptions to promotion policies may occur where the salary is
higher than 15% and higher than the hiring range minimum.
These exceptions may be granted by the agency with
documentation of the basis for the exception provided to DHRM.

Any special rate or non-State salary which the employee previ-
ously received is eliminated. A PSE211 AGENCY
NON-ROUTINE transaction must be used to enter these items if
appropriate in the new position.

P-3 forms must be forwarded to the Department of Human
Resource Management for data entry when the transaction
described below must be processed. Agencies should follow
PMIS routing procedures for the P-3.

. If the promotion involves movement to or from a teacher
or unbanded role, submit a P-3 for the PSE080
EXCEPTIONAL PROMOTION transaction.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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Section: Promotion Subject: Classified Promotion

G. This transaction must be authorized by appropriate persons in
accordance with Promotion Policy.

V. USERS:

All State agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information
for those agencies without data entry terminals.

V. PROCEDURE:
A. Enter transaction code:

PSEO040,NNNNNNNNN
Or PSEO040,E

Where NNNNNNNNN is the social security number
And E is the employee ID number (length varies)

B. Transmit.

You will see the Classified Promotion Screen displayed, with
mandatory input fields designated by asterisks.

C. Enter appropriate data items. For valid code values, refer to
the Code Tables (PMIS User’s Manual, Volume 1).

D. Tab cursor to End.
E. Transmit.
1. If percent increase is entered, PMIS calculates the correct

salary and asks you to transmit again if the salary is
acceptable. If the increase exceeds 15%, PMIS will
display a message notifying you and ask you to transmit
again if this is acceptable. If an exception to promotion
policy occurs (as described in paragraph 11.D above),
PMIS will display a warning message.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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2. If a special rate or non-State salary is applicable to new

position, a PSE211 AGENCY NON-ROUTINE transaction
must be used.

F. You will see the final Classified Promotion screen, with the
TRANSACTION COMPLETE message displayed when all data
items are valid and the transaction is accepted. (See Exhibit I.)

Note that the hiring range is only displayed on the final screen,
not the initial data entry screen.

Commonwealth of Virginia Issued: 08/08/86
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EXHIBIT I. Final Classified Promotion Screen

PSE040 CLASSIFIED PROMOTION
02/22/2001 11:30:07
Position
Trans-Efft-Date

New Position 02431

State Phone 8047759213
Appt-Expire-Date.... 000000
Appt-Expire-Date.... P

Duration

Pay Schedule MS-Status

Hiring Range Min...030000 Hiring Range Max. . 054842
State-Salary 029494.00 -or- Percent Increase....

Optional Data

Classified Promotion
From Agy 123 Pos 00020 Role 19013 Sal $24,995.00

0000001 >>>>>>>>>>>>>>>TRANSACTION COMPLETE<<<<<gggggg<L<<

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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Section: Promotion Subject: Promotion - Faculty
. TRANSACTION NUMBER TRANSACTION TITLE
PSE045 Faculty Promotion

Il. FUNCTION/DESCRIPTION:

A. This transaction changes the PMIS record of a faculty employee
who is being promoted within the same or to another state
agency.

B. This transaction is only for faculty employees.

C. The employee's role code must change in this transaction.

D. The appropriate salary, with any applicable non-state or special

rates, must be keyed in manually.

E. This transaction must be authorized by appropriate persons in
accordance with agency policy.

M. USERS:
All State agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information
for State agencies without data entry terminals.

IV.  PROCEDURE:

A. Enter Transaction code:

PSEO45,NNNNNNNNN
Or PSEO045,E

Where NNNNNNNNN = social security number
And E = employee ID number (length varies)

B. Transmit.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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EMPLOYEE TRANSACTIONS | Number: 3-5.2 Pag_;e 20f3

Section:

Promotion Subject: Promotion - Faculty

You will see the Faculty Promotion Screen displayed, with
mandatory input fields designated by asterisks. Refer to Exhibit
l.

Enter appropriate data items. For valid code values, refer to
the Code Tables (PMIS User’s Manual, Volume 1).

1. If you change the ORP Indicator to Y, you must enter
Prior and Current Service data, in months, as of the
Transaction Effective Date.

2. If the ORP Indicator is already "Y' and you wish to change
data in either the Prior or Current Service field, you must
enter data into both the Prior and Current Service fields.

NOTE: When the ORP Indicator is 'N', you cannot enter data
into the Prior Service field. Further, the ORP Total Service field
will not be displayed.

NOTE: If the ORP Indicator is "Y', you cannot enter data into
the Anniv-Num, Next-Ann-Date, or ORP Total Service fields.

Tab cursor to End.
Transmit.
The TRANSACTION COMPLETE message appears on the

screen when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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Section: Promotion

Subject: Promotion - Faculty

EXHIBIT I. Faculty Promotion Screen

PSE045 FACULTY PROMOTION
05/20/2001 11:05:27
Position

Trans-Efft-Date.... *****x

New-Agency
Class-Code.............
Employee-Months....
Employee-Percent

New-Position......... 00042
State-Phone 7574915142
Pos Separate Date.. 000000
Appt-Expire-Date.... 000000

Employee-Status F
Pay-Schedule 24
State-Salary............. 043198.00
Non-State-Salary 000000.00
Special-Rate 000000.00
Opt Retirement Ind... N

Employee-Duration.. P
Appt-Org-Unit......... 000000
Tenure-Contract..... 0
Contract-Expire..... 00
Fac-Sal-Avg

ORP Prior/Curr Serv - Mn.

Optional Data

Issued: 08/08/86
Revised: 06/15/01

Commonwealth of Virginia
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I TRANSACTION NUMBER TRANSACTION TITLE
PSE080 Exceptional Promotion
1. FUNCTION/DESCRIPTION:

A. When a classified employee is promoted within the same or
another state agency and the promotion cannot be handled
using the promotion transaction, this transaction changes the
employee's record on the PMIS data base.

B. When one of the following conditions applies, you must forward
a P-3 form requesting a PSE080 Exceptional Promotion
transaction to the Department of Human Resource Management
(DHRM) for data entry.

1. When the promotion involves movement to or from a
faculty, unbanded, or trainee classification (other than
trainee advancement).

2. When the requested action is not within the salary provi-
sions of the Promotion Policy.

C. Along with the request for a PSE080 Exceptional Promotion
transaction, your agency must also submit appropriate
information supporting the request for review and authorization
the Compensation Management section of DHRM.

M. USERS:

The use of this transaction is restricted to the Department of Human

Resource Management.

Commonwealth of Virginia Issued: 08/08/86
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PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-5.3 Page 2 of 3

Section: Promotion Subject: Exceptional Promotion

V. PROCEDURE:
A. Enter Transaction Code:

PSEO080,SSN
Or PSEO080, EID

where  SSN = Social Security Number
and EID = employee ID number (length varies)

B. Transmit.

C. You will see the Exceptional Promotion screen displayed, with
mandatory input fields designated by asterisks. Refer to Exhibit
l.

D. Enter appropriate data items. For valid code values, refer to
the Code Tables (PMIS User’s Manual, Volume 1).

E. Tab cursor to End.

F. Transmit.
You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-5.3 Page 3 of 3

Section: Promotion Subject: Exceptional Promotion

EXHIBIT I. Exceptional Promotion Screen

PSE080 EXCEPTIONAL PROMOTION

05/23/2001 11:06:33
Position

111111111/222222 Trans-Efft-Date

State-Salary..... 045,650.00 Next-Lv-Ann-Date.... 120101 Last-Anniv-Num.. 20
Non-State-Sal.. 000,000.00 Leave-Efft-Date 000000 Leave-Code
Special-Rate... 000,000.00 Leave-Retn-Date. ..... 000000 IPP Probation...
Percent-Time.. 100.00% IPP Elig Date 120195

Regr-Efft-Date 000000 Regrade-Type....

Sal-Review-Date.... ...000000 Regrade-Steps...
Duration Appt-Expire-Date 000000 Regr-Disapprov..
Pay-Schedule.. 24 Reallocation-Due 000000 Regr-Percent....
MS-Status Probation-Expire... ....000000 Pos-Fill-Rsn.... 3
New-Soc-Sec...111111111 Last-Sal-Change.... ...011695 Prev-Agency
Role-Code.... .22222 Reinstate-Date..... ....000000  Prev-Positn..... 00000
New-Agency.... 129 Position-Begin 011695 Salary-Ovrride..
New-Position...11111 Position-Separate.... 000000 Percnt-Ovrride..
State-Begin 120171 State-Separate 000000 Role-Beg-Date.. 011695

Ag e n Cy_ N ote . Exce ptIO n al F) romotl On*****************************************************
End...

000002 Screen Call-Up Complete -- Proceed

NOTE: Sample data has been included in the required data fields. On an
actual screen display, asterisks (*) will reflect required data items. All
other data fields are completed as appropriate.

Commonwealth of Virginia Issued: 08/08/86
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l. TRANSACTION NUMBER TRANSACTION TITLE
PSE046 Voluntary Demotion
PSEQ047 Performance Demotion
PSE048 Disciplinary Demotion
PSE049 Demotion in Lieu of Layoff
1. FUNCTION:

This transaction changes the PMIS record of an employee who is being
demoted from one classified position to another classified position
within the same or another state agency. These transactions cannot be
used for demotions involving employees in teacher, unbanded, or
faculty roles.

M. DESCRIPTION:

A. The employee must move from one classified position to another
classified position having a lower salary band.

B. The PSE049 DEMOTION IN LIEU OF LAYOFF transaction
demotes personnel with their present employing agency, its
parent agency, or to a different agency.

1. The agency which the employee is entering processes
the transaction.

2. The employee's name and appropriate information will
appear on the next Recall/Rehire List.

C. Any special rate or non-State salary which the employee
previously received is eliminated. A PSE211 AGENCY
NON-ROUTINE is used to enter these items, if appropriate in the
new position.

D. P-3 forms are forwarded to the Department of Human Resource

Management for data entry when the transaction described
below must be processed:

Commonwealth of Virginia Issued: 08/08/96
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Section: Demotion Subject: Classified Demotion

If the demotion involves movement to or from a teacher or
unbanded role, submit a PSE081 EXCEPTIONAL DEMOTION
transaction for voluntary, disciplinary and proficiency demotions.

E. These transactions must be authorized by appropriate persons
in accordance with the Demotion Policy.

V. USERS:
All State agencies with data entry terminals may use these
transactions. The Department of Human Resource Management
enters information for State agencies without data entry terminals.

V. PROCEDURE:

A. Enter appropriate transaction code, followed by the social
security number or employee ID number:

VOLUNTARY DEMOTION................. PSE046
PERFORMANCE DEMOTION .......... PSEO47
DISCIPLINE DEMOTION .................. PSE048

DEMOTION IN LIEU OF LAYOFF..... PSE049
B. Transmit.

You will see the appropriate data entry screen displayed, with
mandatory input fields designated by asterisks. See Exhibit I.

C. Enter required data items. For valid code values, refer to the
Code Tables (PMIS User’'s Manual, Volume ).

Commonwealth of Virginia Issued: 08/08/96
Department of Human Resource Management Revised: 06/15/01
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1.Salary must be entered manually in the following transactions:

a. PSE046 VOLUNTARY DEMOTION

b. PSEO047 PERFORMANCE DEMOTION

C. PSE049 DEMOTION IN LIEU OF LAYOFF
(inter-agency)

2.Salary will be determined by PMIS in accordance with the Demotion Policy in the
following transactions.

a. PSE048 DISCIPLINARY DEMOTION
b. PSE049 DEMOTION IN LIEU OF LAYOFF
(intra-agency)

D. Tab cursor to End.
E. Transmit.

A PSE211 AGENCY NON-ROUTINE transaction must be used
after this transaction is completed to enter any special rate or

non-State salary. PSE211 is sent to the Department of Human
Resource Management.

F. You will see the TRANSACTION COMPLETE message
displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 08/08/96
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EXHIBIT |

PSE046 VOLUNTARY DEMOTION

Position
Trans-Efft-Date

New Agency New Position.......,
Role Code State Phone Ktk

Months
Percent Appt-Expire-Date.... 000000

Status Duration

Pay Schedule MS-Status

State Salary Rk Comp Leave
Optional Data

Commonwealth of Virginia Issued: 08/08/96
Department of Human Resource Management Revised: 06/15/01
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Section: Demotion Subject: Faculty Demotion
l. TRANSACTION NUMBER TRANSACTION TITLE
PSEO050 Faculty Demotion

Il. FUNCTION/DESCRIPTION:

A. This transaction lets you change the PMIS record for a faculty
employee who is being demoted within the same or to another
state agency.

B. The employee's role code must change in this transaction.

C. The appropriate salary, with any applicable non-state or special
rates, must be entered manually.

D. This transaction must be authorized by appropriate persons in
accordance with agency policy.

M. USERS:

All State agencies with data entry terminals may use this
transaction. The Department of Human Resource Management enters
information for State agencies without data entry terminals.

V. PROCEDURE:
A. Enter Transaction code:

PSEO50,NNNNNNNNN
or PSEO050,E

Where NNNNNNNNN = social security number
And E = employee ID number (length varies)

B. Transmit.
You will see the Faculty Demotion Screen displayed with

mandatory input fields designated by asterisks. Refer to Exhibit
l.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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C. Enter appropriate data items. For valid code values, refer to

the Code Tables (PMIS User’s Manual, Volume 1).

1. If the ORP Indicator is changed to 'Y', you must enter Prior and
Current Service data, in months, as of the Transaction Effective
Date.

2. If the ORP Indicator is already 'Y, and you wish to change data in

either the Prior or Current Service field, you must enter data into
both the Prior and Current Service fields.

NOTE: When the ORP Indicator is 'N', you will not see the ORP Total
Service field and you cannot enter data into the Prior Service field.

NOTE: If the ORP Indicator is "Y', you cannot enter data into the Anniv-
Num, Next-Ann-Date, or ORP Total Service fields.

D. Tab cursor to End.
E. Transmit.
You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 08/08/86
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Section: Demotion

Subject: Faculty Demotion

EXHIBIT I. Faculty Demotion Screen

PSE050

New-Agency

Class-Code
Employee-Months.... 12.00
Employee-Percent... 100.00
Employee-Status

Pay-Schedule

State-Salary 043198.00
Non-State-Salary 000000.00
Special-Rate............. 000000.00

Opt Retirement Ind.... N

Optional Data

FACULTY DEMOTION

05/20/2001 11
Position
Trans-Efft-Date.... ***x**
New-Position 00042
State-Phone

:06:14

7574915142

Pos Separate Date.. 000000

Appt-Expire-Date
Employee-Duration.. P

000000

Appt-Org-Unit.......... 000000

Tenure-Contract
Contract-Expire
Fac-Sal-Avg

ORP Prior/Curr Serv

00

000002 Screen Call-Up Complete — Proceed

Commonwealth of Virginia

Department of Human Resource Management

Issued: 08/08/86
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l. TRANSACTION NUMBER TRANSACTION TITLE
PSE081 Exceptional Demotion

Il. FUNCTION/DESCRIPTION:

A. When a classified employee is demoted within the same or
another state agency and the demotion cannot be handled using
the demotion transactions, this transaction effects appropriate
changes in the employee's record on the PMIS data base.

B. When one of the following conditions is present, you must
forward a P-3 form requesting a PSE081 Exceptional Demotion
transaction to the Department of Human Resource Management
(DHRM) for data entry.

1. When the demotion involves movement to or from a
faculty, unbanded, or trainee classification.

2. When the requested action is not within the salary provi-
sions of the Demotion Policy.

C. This transaction is only used for classified employees.

D. Along with the request for a PSE081 Exceptional Demotion
transaction, your agency must submit appropriate information
supporting the request for review and authorization by the
Compensation Management section of DHRM.

I USERS:

The use of this transaction is restricted to the Department of Human
Resource Management.

V. PROCEDURE:
A. Enter transaction code:

PSEO081,SSN
Or PSEO081,EID (length varies)

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-6.3 Page 2 of 3
Section: Demotion Subject: Exceptional Demotion
where SSN = Social Security Number
and EID = employee ID number
B. Transmit.
C. You will see the Exceptional Demotion screen displayed, with

mandatory input fields designated by asterisks. Refer to Exhibit
l.

D. Enter appropriate data items. For valid code values, refer to
the Code Tables (PMIS User’s Manual, Volume 1).

E. Tab cursor to End.

F. Transmit.
You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 08/08/86
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EXHIBIT I. Exceptional Demotion Screen

PSEO081 EXCEPTIONAL DEMOTION

05/23/2001 11:07:48
Position
111111111/222222 Trans-Efft-Date

State-Salary 045,650.00 Next-Lv-Ann-Date... 120102 Last-Anniv-Num.. 20
Non-State-Sal... 000,000.00 Leave-Efft-Date.... 000000 Leave-Code
Special-Rate.... 000,000.00 Leave-Retn-Date.... 000000 IPP Probation...
Percent-Time... 100.00% IPP Elig Date 120195

Months............ 12.00 Regr-Efft-Date..... 000000 Regrade-Type....
Status Sal-Review-Date.... 000000 Regrade-Steps...
Duration Appt-Expire-Date... 000000 Regr-Disapprov..

Pay-Schedule.. 24 Reallocation-Due... 000000 Regr-Percent....
MS-Status Probation-Expire... 000000  Pos-Fill-Rsn..... 3
New-Soc-Sec.... 223725497 Last-Sal-Change.... 011695 Prev-Agency..... .129
Role-Code 71132 Reinstate-Date..... 000000 Prev-Positn....... .00000
New-Agency.... 129 Position-Begin..... 011695 Salary-Ovrride..
New-Position... 11111 Position-Separate.. 000000  Percnt-Ovrride..
State-Begin.... 120172 State-Separate..... 000000 Role-Beg-Date.. .011695

Agency-Note... Exceptional Demotign******* rikittikikiaakkkiiik

kkkkkkkkkkkkkkkkkkkhkkkkkkkkkkkkkkkhkhkkkkkrkkkkkkkx

End...

000002 Screen Call-Up Complete -- Proceed

NOTE: Sample data has been included in the required data fields. On an
actual screen display, asterisks (*) will reflect required data items. All other data
fields are completed as appropriate

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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I TRANSACTION NUMBER TRANSACTION TITLE
PSE065 Classified Compensation —

Same Role and Position

Il. FUNCTION/DESCRIPTION:

A. This transaction lets you adjust classified compensation for an
employee whose role and position number do not change, as
follows:

Increase or decrease pay
Increase or decrease leave hours
Authorize monetary bonus

B. This transaction lets you adjust an employee’s salary as follows:
within the pay band
upward or downward
by a maximum of 10%

C. This transaction also handles monetary incentives and bonuses
as follows:
In-band bonus
Sign-on bonus
Retention bonus
Project-based incentive
Referral bonus
Recognition bonus
Suggestion bonus

D. This transaction also handles non-monetary incentives and
bonuses as follows:
Additional leave
Advanced leave

E. For atemporary pay adjustment that places the salary in a higher
pay band, use PSP156 (Temporary Position Role Change and
Employee Change).

Commonwealth of Virginia Issued: 09/25/00
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F. For adisciplinary or performance-related action that places the
salary in a lower pay band, use PSE048 (Disciplinary Demotion) or
PSE047 (Proficiency Demotion). These transactions place the
employee in a different position and lower pay band.

G. This transaction does not change the role. To change the role and
adjust the employee’s salary, use PSP146 (Position Role Change
and Employee Change) or PSP156 (Temporary Position Role
Change and Employee Change).

M. USERS:
All State agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information
for those agencies without data entry terminals.

V. PROCEDURE:

A. Enter transaction code:

PSEO065,NNNNNNNNN
Or PSEO65,E

Where NNNNNNNNN is the social security number
And E is the employee ID number (length varies)

B. Transmit.

You will see the initial Classified Compensation screen
displayed, with mandatory input fields designated by asterisks.
(See Exhibit I.)

C. Enter required data. For valid code values, refer to the Code
Tables (PMIS User's Manual, Volume 1).

Reason: Enter code corresponding to the reason for the
adjustment. Reasons and codes are listed on the data entry
screen. Reason codes beginning with the number “5” adjust
upward (increase salary/hours) and establish authorization.
Reason codes beginning with the number “6” adjust

Commonwealth of Virginia Issued: 09/25/00
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downward (decrease salary/hours) and undo previous
PSEOG65 transactions submitted incorrectly. (Note: There is
one exception to this “5/6” rule. Use 604 to decrease pay as
part of a disciplinary action and use 504 to undo a
dlsmpllnary action entered incorrectly.)
If the reason code is preceded by a single asterisk
(*), you will need to enter the referred employee’s
social security number in addition to the reason
code.
If the reason code is preceded by a double asterisk
(**), you will need to enter the project code in
addition to the reason code.
Competitive pay is used whenever the employee has
another offer, in writing. The new salary can be as high as is
necessary to match the other offer.

Retention pay and bonuses are used whenever the
agency has done a salary survey, realized the employee is
underpaid compared to the private salary and wants to give
a bonus and or salary increase before the employee starts
looking for another job.

Retention salary increase (reason code 506, under “In-
Band Salary Adjustments”) can be up to 10% above the
current salary. This salary increase is included in the 10%
fiscal year cap.

Retention in-band bonus (reason code 533, under “In-
Band Bonuses) can be up to 10% above the current salary.
This in-band bonus is included in the 10% fiscal year cap.

Retention bonus (reason codes 556 and 557) can be up to
$10,000. This bonus is not included in the 10% FY cap.
There are two reason codes associated with this bonus:
556 to authorize the bonus and 557 to pay it.

D. Transmit.

You will see a second Classified Compensation data entry
screen. See Exhibits II, Il and IV. (Note that this second data

Commonwealth of Virginia Issued: 09/25/00
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entry screen will vary, depending on the reason code entered in
the first data entry screen.)

To help you avoid entering invalid numbers, the second screen
will show the following, if applicable:

For bonuses:
Authorized dollars or hours
Dollars or hours paid out to date
Remaining dollars or hours to be paid out (difference
between authorized and paid out to date)
Bonuses of the same type already authorized for the
employee
List of authorized projects

For salary adjustments:
Percent year-to-date
Percent changes

E. Enter required data. For valid code values, refer to the Code
Tables (PMIS User’'s Manual, Volume 1).

Effective date: Enter the appropriate effective date. Make sure
the effective date for payouts is equal to or later than the effective
date for the authorization. Otherwise, you will get an error
message saying the authorization does not exist.

Note that you should enter a dollar figure (salary or one-time amt) or
percentage — not both.

Note that the total in-band adjustments for an employee cannot
exceed 10% of base pay for the fiscal year.

Salary: Enter the employee’s total new salary, with the
adjustment included. The salary must be within the current
salary band. (For salaries outside the current salary band,
see section Il, paragraphs E, F and G.)

Commonwealth of Virginia Issued: 09/25/00
Department of Human Resource Management Revised: 06/15/01
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For example, Jackie Doe’s current salary is $20,000. You want to
decrease her salary by 10% ($2,000). This will decrease her
salary from $20,000 to $18,000. Enter 18000 in the salary field.

% (Salary): Enter the adjustment as a percentage of the
employee’s current salary. (PMIS will calculate the salary and
ask you to transmit again if the calculated salary is
acceptable.) For disciplinary or performance-related salary
actions, enter a minimum of 5%. The salary must remain
within the current salary band. (For percentages that will
place the salary outside the current salary band, see section
Il, paragraphs E, Fand G.)

Using the example above, Jackie Doe’s current salary is $20,000.
You want to decrease her salary by 10% ($2,000). Enter 10.00 in
the percentage (%) field.

The data entry screen will display the current salary in the
Salary field. If you plan to enter a Salary %, do not delete the
number in the salary field. (Otherwise, you will get an error and

will need to restart the transaction.) Simply enter the
appropriate number in the Salary % field.

Bonus: Enter the one-time payment.

For example, Jane Doe’s current salary is $20,000. You
want to give her a one-time bonus of 5% of her salary, or
$1,000. Enter 1000 in the One-Time Amt field.

%(Bonus): Enter the one-time payment as a percentage of
the employee’s salary.

Using the example above, Jane Doe’s current salary is
$20,000. You want to give her a bonus of 5% of her current
salary. Enter 05.00 in the % field.

Commonwealth of Virginia Issued: 09/25/00
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If you complete this transaction and then realize you entered
an incorrect dollar amount or percentage, you may use this
transaction again to “back out” or “cancel out” the original
transaction. Simply execute this transaction again, using the
corresponding opposite reason code and the appropriate
dollar amount to return the salary to its original amount.

For example: You want to give John Doe a one-time recognition
award of $500. You enter a PSE065 transaction, using a reason code
of 541. But you mistakenly enter $400, instead of $500. To cancel out
this incorrect transaction, enter another PSEQ65 transaction using a
reason code of 641. Since you are canceling out the previous
transaction, enter $400 (not $500). Now you are ready to generate
this transaction with the correct amount. Now enter a PSE065
transaction, using a reason code of 541 and amount of $500.

Be careful when canceling out a PSEQ65 transaction
that used a percentage, instead of a dollar amount.
You cannot simply use that percentage when entering
the PSEO065 transaction that will cancel out the original
one. Instead you should simply enter the original
salary in the salary field. (Also, note that the
percentages in the “Percent Changes” column will not
be the same for the “done/undone” transactions.)

For example: Jack Smith’s current salary is $20,000. You want to
increase his salary by 5% ($1,000). You enter a PSE065
transaction, using a reason code of 505. But you mistakenly enter
10% in the Salary % field, instead of 5%. This increases his salary
to $22,000. (10% of 20,000 is $2,000.) To cancel out this incorrect
transaction, enter another PSEOG65 transaction, using a reason
code of 605. But if you enter 10% in the Salary % field, PMIS will
decrease the salary by 10% of $22,000 ($2,200), not 10% of
$20,000 ($2,000). You should simply enter $20,000 in the salary
field. Now you are ready to generate this transaction with the
correct percentage. Now enter a PSEOQ65 transaction, using a
reason code of 505 and Salarv % of 10.

Commonwealth of Virginia Issued: 09/25/00
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D. Tab cursor to End.
E. Transmit.

You will see the TRANSACTION COMPLETE message
displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 09/25/00
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EXHIBIT I. Initial Classified Compensation Data Entry Screen

PSE065,123456789 CLASSIFIED COMPENSATION - SAME ROLE AND POSITION
01/09/2001 12:26:13
Agency 123 Dept of Military Affairs
Position 00024
ID 123456 Soc-Sec 123456789 Munster, Marilyn
Role 79033 Trades Technician Il
Trans Efft Date *****
Reason Code REASON CODES
** Project 500s: Increase Pay/Hours, Establ Auth
* Referred Empl SSN 600s: Decrease Pay/Hours, Undo Action
Xmit
556/656 Retentn Bonus Auth
In-Band Salary Adjustments 541/641 Recognitn Money 557/657 Retentn Bonus Pay
502/602 Change of Duties  542/642 Recognitn Non-My 558/658 Retentn Add Leave
505/605 Know/Skills/Ability  543/643 Recognitn Leave  559/659 Retentn Adv Leave
506/606 Retention 548/648 Suggestn Money  560/660 Sign-On Bonus Auth
503/603 Internal Alignment 549/649 Suggestn Leave  561/661 Sign-On Bonus Pay
501/601 Temporary Pay 562/662 Sign-On Add Leave
In-Band Bonuses 507/607 Competitive Pay  563/663 Sign-On Adv Leave
531/631 Change of Duties 504/604 Disciplinry Act ~ *550/650 Referral Auth
532/632 Know/Skills/Ability 546/646 Service Award  * 551/651 Referral Payment
533/633 Retention ** 554/654 Project Auth
534/634 Internal Alignment ** 555/655 Project Payment
000002 Screen Call-Up Complete - - Proceed

Commonwealth of Virginia Issued: 09/25/00
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EXHIBIT Il. Second Classified Compensation Data Entry Screen
(Bonus Authorization)

PSE065,232323232  CLASSIFIED COMPENSATION - SAME ROLE AND POSITION
01/22/2001 15:44:53
Agency 777 Dept of Juvenile Justice
Position BA015
ID 234567 Soc-Sec 232323232 BRADY, PETER
Role 19012 Admnstrtve Prgrm Spcialst I
Reason 550 Referral Bonus Authorization
Efft Date 011001
Referral 121212121 BROOKS, PATRICE

What date is the employee eligible for a referral bonus? 011001
What is the total referral bonus to be paid for this employee? 00300
By what date will this referral bonus be completely paid? 010202

Until what date must the referred employee work? 010202

000001 >>>>>>>>>>>>>>>>>>>>>>>> Transaction Complete <LLLLLLLLLLLLLLL LKL
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Exhibit 1ll. Second Classified Compensation Data Entry Screen
(Pay Adjustment)

PSE065,123456789 CLASSIFIED COMPENSATION - SAME ROLE AND POSITION
01/09/2001 12:26:13
Dept of Military Affairs Percent Changes
Position 01/05/2001 3.95%
SSN 123456789 Munster, Marilyn 01/07/2001 5.00%
Role 79033 Trades Technician Il
Efft Date **t
Reason 501 Temporary Salary Pay
Salary 026722.00 -or- 00.00 %

Agency Note
Classified In-Band Pay Adjustment

End

Pct YTD Total 8.95

SW/D Min 20455
SW/D Max 41980

Months 12.00

Percent 100.00

Band 3
Salary 26722.00
000002 Screen Call-Up Complete - - Proceed

In Exhibit Ill, notice the Percent Changes on the far
right and the Pct YTD Total near the bottom.
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EXHIBIT IV. Second Classified Compensation Data Entry Screen
(Bonus Payback)

PSE065,230083528  CLASSIFIED COMPENSATION - SAME ROLE AND POSITION
01/23/2001 12:59:01
Dept of Juvenile Justice YTD Referral Totals
Position 01/15/2001 100.00
SSN 121212121 PLEASANT, DAVID 01/16/2001 200.00
Role 19012 Admnstrtve Prgrm Spcialst Il 01/19/2001 -100.00
Efft Date 011901
Reason 651  Referral Bonus Pay Back

Pay Back Amt  000100.00

Agency Note
651 Referral Pay Back 121212121/ 777 -100.00

Total Paid $200.00 Total Authorized  $300.00
End Ref Authorized Amt  $300.00
Ref Auth Ann Leave  0.00
Ref Auth Adv Leave  0.00
SW/D Min 17116 Employee Ref Total  $200.00
SW/D Max 35127 Empl YTD Ref Total  $200.00
Months 12.00 Difference  $100.00
Percent 100.00 Referral Beg Date 01/10/2001
Band 2 Referral End  01/02/2002
Salary 22643.00 Referral Paid By 01/02/2002

In Exhibit IV above, notice the YTD Referral Totals on the far right.

Commonwealth of Virginia Issued: 09/25/00
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TRANSACTION NUMBER TRANSACTION TITLE

PSI000 Rating Evaluation
Il. FUNCTION/DESCRIPTION:

This transaction lets you enter or update a Performance Management
rating evaluation for an employee.

11 USERS:
All State agencies with data entry terminals may use this transaction. The
Department of Human Resource Management enters information for State
agencies without data entry terminals.
IV. PROCEDURE:
A. Enter transaction code:
PSI000, NNNNNNNNN
NNNNNNNNN = social security number

Or

PSI000, E

E = employee ID number (length varies)
B. Transmit.
The Evaluation Entry screen returns with mandatory input fields
designated by asterisks. See Exhibit I. (If a rating other than “L” has
been entered for this employee previously, the title will read
“Evaluation Update”.)

C. Enter appropriate data items.

Commonwealth of Virginia Issued: 06/15/99
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Valid rating codes include the following:
- X: Extraordinary Contributor

C: Contributor

B: Below Contributor

L: Leave (Not Rated)

If an employee goes on leave before an evaluation is
conducted, you may enter “L” in the rating field. (This is
optional).

Ratings may be corrected by overriding the previous entry, with
the following exception:

“L” may be overridden with “X”, “C”, or “B”, but once you
enter a rating (“X”, “C” or “B”) and the transaction is
accepted, you cannot change the rating to “L".

Agy (in Supervisor Agy-Pos and Reviewer Agy-Pos) may be
pre-filled. If so, you may key over the displayed agency number
with a different agency number, as required. If not, enter correct
agency. In either case, verify the agency number before
entering the transaction.

Pos (in Supervisor Agy-Pos and Reviewer Agy-Pos) may be
pre-filled. If so, you may key over the displayed position number
with a different position number, as required. If not, enter correct
position. In either case, verify the position number before

entering the transaction.

Non-PMIS Supervisors and/or Reviewers:

- Enter 000 for the agency (in Supervisor Agy-Pos and
Reviewer Agy-Pos).
Enter spaces or your internal position number for
position number (in Supervisor Agy-Pos and Reviewer
Agy-Pos).

Commonwealth of Virginia Issued: 06/15/99
Department of Human Resource Management Revised: 08/15/01
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D. Tab cursor to end.
E. Transmit.

You will see Transaction Complete displayed when all data items
are valid and the transaction is accepted.

Commonwealth of Virginia Issued: 06/15/99
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EXHIBIT I. Evaluation Entry (Update) Screen

PSI000,044337777 EVALUATION UPDATE
323 PER129PDB  08/08/2001 15:29:30
Soc-Sec: 044-33-7777 Name: MORRIS, JAMIE N
Agency: 720 - MHMR Sub-Unit; 12-13

Supervisor Agy-Pos: 009 - 12345
Reviewer Agy-Pos: 230 - 67890
End:

Valid Rating Codes: X = Extra Contributor
C = Contributor
B = Below Contributor
L = Leave (Not Rated)

000002 Screen Call-Up Complete -- Proceed
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TRANSACTION NUMBER

PSI104

Il. FUNCTION/DESCRIPTION:

A.

TRANSACTION TITLE

PM: Agency/Sub-unit MEL

This Performance Management (PM) transaction lets you enter or
update an agency'’s (or agency sub-unit's) Maximum Employment

Level (MEL).

. Use of this transaction is optional.

I, USERS:

All State agencies with data entry terminals may use this transaction. The
Department of Human Resource Management enters information for State
agencies without data entry terminals.

V. PROCEDURE:

A.

D.

E.

Enter transaction code:

PSI1104

Transmit.

The PM Agency/Sub-unit MEL screen returns with mandatory input
fields designated by asterisks. See Exhibit I.

Enter appropriate data items.

If you need to update a sub-unit's MEL, you must update the
agency MEL first. Further, you must update the agency and
sub-unit MELs in two separate PSI104 transactions.

Tab cursor to end.

Transmit.

Commonwealth of Virginia
Department of Human Resource Management

Issued: 06/15/99
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You will see Transaction Complete displayed when all data items
are valid and the transaction is accepted.

EXHIBIT I.  Update Agency/Sub-unit MEL

PSI104
340 PER129PDB 08/27/2001 13:45:27

UPDATE AGENCY / SUB-UNIT MEL

AGENCY  Agency: 777
MEL: 04321
Xmit:

SUB-UNIT  Agency:
Sub-Unit:

MEL:
Xmit:

Commonwealth of Virginia Issued: 06/15/99
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TRANSACTION NUMBER TRANSACTION TITLE

PSI305 PM Employee Display
1. FUNCTION/DESCRIPTION:

1. This transaction lets you display an employee’s performance
management (PM) record, including the following:

rating entered

salary after PM increase, when applicable
Note that this transaction no longer calculates the salary increase
when the rating is entered. Salary increase data will be available
following the performance increase distribution calculation.

0 Also, note that the supervisor/reviewer name will not display if the
corresponding agency and/or position number is not valid on PMIS.
You may verify position numbers with PSI306 (PM Scroll) or PM9495
(PM Load Listing).

1l USERS:
All State agencies with data entry terminals may use this transaction. The
Department of Human Resource Management enters information for State
agencies without data entry terminals.
V. PROCEDURE:
A. Enter transaction code:
PSI305, NNNNNNNNN
NNNNNNNNN = social security number

OR

Commonwealth of Virginia Issued: 06/15/99
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PSI000, E

E = employee ID number (length varies)
OR

PSI305,Last Name,First Name

Note: You can list all of the PM employee records for an
agency or sub-unit. Or you can list all agency or sub-unit
PM employee records meeting a certain condition (for
example, records for all employees with a particular rating).
Simply enter PSI305, transmit and continue with Steps B-E.

B. Transmit.

The Performance Management (PM) Display screen returns. See
Exhibit | for the display of an individual PM employee record. See
Exhibit 1l for the screen to request a list of PM e mployee records
meeting a certain condition.

C. Enter appropriate data items.
D. Tab cursor to end.
E. Transmit.

You will see Transaction Complete displayed when all data items
are valid and the transaction is accepted.

Commonwealth of Virginia Issued: 06/15/99
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EXHIBIT I. PM Employee Display

QSI305,552555555 PM EMPLOYEE DISPLAY
320 PER129PDB  08/27/2001 15:11:17
SSN: 552-55-5555  Name: JONES, JOY
Role: 19056 Abbrev: General Admnstrtn Manager IV
Supervisor: 720 - 00950  Name: PRIVATE, JANE
Reviewer: 720 - 00011 ~ Name: KINZIE, KLI
Agency: 720 - MHMR  Positn: 00003 Percent: 100.00
Pay Band: 07 Sub-Unit: Months: 12.00
Employee Type: Band Max: No Rating: B Below Contributor

Salary: 87,008.00 Special Rate:  0.00 Totals: 87,008.00

Established Date: 08/01/01
Last Trans Code: QSI000
Last Trans Date/Time: 08/03/01 13:01:14
Last Operator/Pid: BATCH 132

000001 >>>>>>>>>>>>>>>>>>>>>> Transaction Comp|ete <LLLLLLLLLLLLLLLLL Lkl
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EXHIBIT Il. PM Employee Display (To Request Scroll)

PSI305
321 PER129PDB  08/22/2001 13:49:21

PERFORMANCE MANAGEMENT DISPLAY
Agency & Sub-Unit Scroll

Agency Number:
Sub-Unit: (Leave Blank For Agency Scroll)

Option:

Xmit:

Options

List All Employees

List Only Those Employees Not Rated
List Only Those Employees Rated

List Only Employees With Selected Rating
List Only Employees With 'L" Rating

000002 Screen Call-Up Complete -- Proceed
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TRANSACTION NUMBER TRANSACTION TITLE

PSI306 PM Scroll
1. FUNCTION/DESCRIPTION:
This transaction lets you display a list of performance management (PM)
employee records, by name, along with their rating evaluations.
11 USERS:
All State agencies with data entry terminals may use this transaction. The
Department of Human Resource Management (DHRM) enters information

for State agencies without data entry terminals. An agency can only view
its own PM employee records. DHRM can view PM employee records in

all agencies.
V. PROCEDURE:

A. Enter transaction code:
PSI306, AAA
Where AAA is the agency code

OR

PSI306, AAAXXXXX
Where AAA is the agency code, XXXXX is the sub-unit code
Note: You can list all of the PM employee records for an
agency or sub-unit. Or you can list all agency or sub-unit
PM employee records meeting a certain condition (for

example, records for all employees with a particular rating).
Simply enter PSI306 and transmit.

Commonwealth of Virginia Issued: 06/15/99
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B. Transmit.

You will see the PM Scroll displayed. See Exhibit | for a list of all
PM employee records in an agency. See Exhibit Il for the screen to
request a list of PM employee records meeting a certain condition.

Commonwealth of Virginia Issued: 06/15/99
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EXHIBIT I. PM Scroll

PSI1306,127 AGENCY 127 DPHD - PM SCROLL - Next->
106 PER129PDB 08/15/2001 12:28:47

Unit Positn  Soc-Sec-Num Role Rt Bonus SO B/O NE1E

00041 153-34-1111 GOLDBERG, STEVEN K
ADMIN 00015 375-48-2222 75102 HAYES, RANDALL B
ADMIN 00024 237-46-3333 75103 KEVORKIAN, RICHARD
ADMIN 00082 236-04-4444 35255 NELSON, SANDRA M
CLER 00012 147-46-5555 11037 CHANDLER, PEGGY G
CLER 00007 239-98-6666 11045 EVANS, DONNA G
CLER 00116 148-70-7777 11037 GAYMON, TEMPERANCED
CLER 00010 238-22-8888 11037 JOHNSON, RUBY E
CLER 00009 425-11-9999 12071 MARSHALL, LINDA B
CLER 00111 176-48-0000 11037 MITCHELL, TERRI L
CLER 00016 282-46-1111 11037 SCHMIDT, JOYCE S
CLER 00129 250-04-2222 11025 L STANLEY, JOHN
CLER 00049 241-16-3333 11037 VETTE, REBECCA M
PMGR 00022 241-92-4444 75101 X ADAMS, THOMASJ

For Detail Display, Move Cursor To Desired Line & XMIT
000001 >>>>>>>>>>>>>>>>>>>>>>>> Transaction Complete<<<<<<<<<<<<<<<<<
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EXHIBIT Il. PM Display (To Request Scroll)

PSI306
321 PER129PDB  08/22/2001 13:49:21

PERFORMANCE MANAGEMENT DISPLAY
Agency & Sub-Unit Scroll

Agency Number:
Sub-Unit: (Leave Blank For Agency Scroll)

Option:

Xmit:

Options

List All Employees

List Only Those Employees Not Rated
List Only Those Employees Rated

List Only Employees With Selected Rating
List Only Employees With 'L" Rating

000002 Screen Call-Up Complete -- Proceed

Commonwealth of Virginia Issued: 06/15/99
Department of Human Resource Management Revised: 08/15/01




PMIS user's manuAL

Chapter: Performance Mgt. Transactions | Number: 3-9.6 Page 1 of 2
Section: Performance Management Subject: PM Agency Totals
TRANSACTION NUMBER TRANSACTION TITLE
PSI999 PM Agency Totals

Il. FUNCTION/DESCRIPTION:

1. This transaction displays your agency'’s total Performance
Management (PM) cost for Salary Increases and Bonuses, when
applicable. It also displays the Head Count and FTE (full-time
equivalent) totals for rated employees.

2. Note that performance increase data will be available following the
performance increase distribution calculation.

1l USERS:
All State agencies with data entry terminals may use this transaction. The
Department of Human Resource Management enters information for State
agencies without data entry terminals.
IV. PROCEDURE:
A. Enter transaction code:
PSI999, AAA
OR
PSI1999, AAA, XXXXX

where AAA is the agency code and XXXXX is the sub-unit

code
B. Transmit.
You will see the PM Agency Totals screen displayed.
See Exhibit 1.
Commonwealth of Virginia Issued: 06/15/99

Department of Human Resource Management Revised: 08/15/01
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EXHIBIT I. PM Agency/Sub-unit Totals

PSI1999,601 AGENCY TOTALS
325 PER129PDB  08/22/2001 14:09:37

Total Cost of:
Increases
Bonuses

Funded MEL
Total Number of Classified: Head Count

Employees
Employees Head Count and FTE

Employees to Receive Bonuses
Employees at Pay Band Maximum ........ccccooovviveieriiininenn,

Commonwealth of Virginia Issued: 06/15/99
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TRANSACTION NUMBER TRANSACTION TITLE
PSI1998 Performance Increase Distribution Calculation
. FUNCTION/DESCRIPTION:

A. This transaction helps determine the percentages for distribution of the
funds allocated to your agency for performance increases. The
increases will be based on the statewide average increase, as
determined by the General Assembly and the Governor.

B. All employees may be rated, but only qualified rated employees may
receive an increase.

C. Qualified employees include the following:

Employees rated as “X” (Extraordinary Contributor)
Employees rated as “C” (Contributor)
Employees on LTD-W rated “C” or “X”
Probationary employees, at the agency’s discretion

D. Disqualified employees include the following:

o Employees rated as “B” (Below Contributor)
Employees on LWOP

e Probationary employees, if the agency has denied them
increases

E. Probationary employees rated “X” or “C” may be granted an increase
pro-rated according to their quarter-hired period, as shown below.

¢ Increases for probationary employees hired in quarter-1 are not
discretionary and cannot be denied.

e Increases for probationary employees hired in quarters 2 thru 4
may be granted or denied, at the agency’s discretion.

Commonwealth of Virginia Issued: 08/15/01
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When granted, all increases for probationary employees within a
given quarter-hired period are pro-rated the same. Likewise,
increases for all probationary employees within a quarter-hired
period may be denied.

Quarter Date Hired Rating Probation Pro-rate Percentage
1 10/25 thru 1/24 "X" 100% of Extraordinary Contributor
rate
1 10/25 thru 1/24 “C” 100% of Contributor rate
2 1/25 thru 4/24 “C” 75% of Contributor rate
3 4/25 thru 7/24 “C” 50% of Contributor rate
4 7/25 thru 10/24 “C” 25% of Contributor rate

Il USERS:
All State agencies with data entry terminals may use this transaction. The
Department of Human Resource Management enters information for State
agencies without data entry terminals.
V. PROCEDURE:
A. Enter transaction code:
PSI998, AAA
OR
PSI998, AAA, XXXXX
where AAA is the agency code and XXXXX is the sub-unit code
B. Transmit.
You will see the Performance Increase Distribution Calculation

screen displayed. The screen message will display at the bottom.
(See Exhibit 1.)

Commonwealth of Virginia Issued: 08/15/01
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The following are definitions and explanations of displayed fields.
* An asterisk indicates this field can be changed by the user.

Field

Definition and Notes

Rated Payroll

Salaries of rated employees minus LWOP
salaries.

Statewide average
(not labeled)

Statewide average increase determined by
the General Assembly and the Governor
3.5% for PI cycle 2001

Increase Available

Total dollars available for distribution to
qualified rated employees (rated payroll
multiplied by statewide average)

Orig

Current actual number of employees in a
given category

*Act#

Number of employees in a given category

to be used in the distribution calculation
Can be changed to zero for certain
probationary categories (quarter-
hired 2, quarter-hired 3 and quarter-
hired 4 only)
Cannot be changed for “X” or “C”
employees or quarter-hired 1
probationary employees

* Distr %

For “X” and “C” employees:
Percentage of the statewide average
distributed to the category
Defaults to 0.000%
Can be changed
See paragraph I1V.C for acceptable
entries
For probationary employees:
Pro-rated percentage
Cannot be changed

Annual Increase

Dollar amount distributed per category.
(Actual percentage multiplied by sum of
salaries for the category.)

* Act % Incr

Percentage increase that will be applied to
employees’ salaries for this category.

"B" No Increase

The number of employees rated “B”
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LWOP/Denied

The number of LWOP employees plus the
number of probationary employees denied
increases

Total Rated To Date

The number of employees in the
agency/sub-unit that have been rated.

Total Not Rated

The number of employees in the
agency/sub-unit that have NOT been rated.

Total Employees

Count of all agency/sub-unit employees.

Total Increase

The sum of the Annual Incr dollar amounts.

Difference Difference between Total Increase and
Increase Available
Rated The salaries of the “X” and “C” categories

minus the salary amount of the rated
probation employees.

Rated Probation

The salary amount of rated probationary
employees whose increases have not been
denied.

Leave Without Pay

The salary amount of those employees that
are on LWOP. These employees are
counted in the Disqual/Denied number.
(LWOP salary amountis not included in
Rated Payroll or the distribution
calculations. LWOP salary amountis
included in Total Payroll.)

Non-Rated Payroll

The sum of the salaries of the non-rated
employees in the agency/sub-unit. (This
sum is not included in the distribution
calculations. It is included in Total Payroll.)

Total Payroll

Includes all employees’ salaries, regardless
of leave status, probation status or rating.
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C. Distribute the Increase Available. You may do one of the following:

Enter a value in one of the Act % fields and zero/blank out the
Distrib % fields and the other Act % field

Enter a value in one of the Distrib % fields and zero/blank out
the Act % fields and the other Distrib % field

Enter values in both Act % fields and zero/blank out both Distrib
% fields

Enter values in both Distrib % fields and zero/blank out both Act
% fields

In addition, you may zero/blank out Act # of probationary
employees (only gtr2-, gtr-3 and gtr-4 hired), to deny them an
increase.

For details on the actions listed above, see paragraph 1V.C.1 below

Valid values, using a 3.5% statewide (SW) average as an example,
are listed in the following table.

Extraordinary
Contributor

Default

Distribution %

Actual %

0

0

Minimum

100

3.5

Maximum

250

8.75

Contributor

Default

0

0

Minimum

80

2.8

Maximum

100

35

1. The objective is to set the Distrib % OR Act % fields (and/or
deny probationary employees increases) so that the entire
Increase Available is distributed within the parent/agency.
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To adjust the percentages:

Set the Extraordinary Contributors Act % field
to the desired value and zero/blank out the
Contributors Act % field. Also, zero/blank out
both Distr % fields. OR

Set the Contributors Act % field to the desired
value and zero/blank out the Extraordinary
Contributors Act % field. Also, zero/blank out
both Distr % fields.

PMIS will automatically calculate the
percentages for the zeroed/blanked fields that
will use the entire Increase Available.

OR

Set the Extraordinary Contributors Distr % field
to the desired value and zero/blank out the
Contributors Distr % field. Also, zero/blank out
both Act % fields. OR

Set the Contributors Dist % field to the desired
value and zero/blank out the Extraordinary
Contributors Dist % field. Also, zero/blank out
both Act % fields.

PMIS will automatically calculate the
percentages for the zeroed/blanked fields that
will use the entire Increase Available.

OR

Manually adjust the percentages in the Extraordinary
Contributors and/or Contributors Act % field(s) so that the

entire Increase Available is distributed.
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OR

Manually adjust the percentages in the Extraordinary
Contributors and/or Contributors Distr % field(s) so that
the entire Increase Available is distributed.

Note that you can only change the Distr% field(s) or Act %
field(s) — not both.

2. Probationary employees (other than quarter-1 hired) may be
denied increases. Since all employees in a give n quarter-hired
period must receive identical percentages, you can only deny
increases by quarter-hired period.

To deny increases for a given quarter-hired period,
change the actual number of employees (Act #) to zero.
The number of LWOP/Denied will automatically increase

accordingly.

D. Transmit.

E. You will see the screen redisplayed with recalculated numbers. To
start over, simply go to the home position (upper-left of screen) and
reenter the PSI1998 transaction code and agency/sub-unit number
separated by a comma or space. Each time the transaction runs, it

replaces the previously stored percentages and any probation
denials with the default values.
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1. Evaluate your results.

The acceptable Difference amount depends on whether or not the
agency belongs to a parent-view (i.e., is included in an
organization-wide rollup of sub-agencies).

When an agency is not part of a parent-view, it is bound to the
difference tolerance rule: the difference between the Increase
Available and the Total Increase must be within .0001 times the
Increase Available (.01% of the Increase Available).

If an agency does belong to a parent-view, the Difference can be
any amount at a given agency level. However, the Differences
rolled-up organization-wide must still meet the tolerance rule of
.01% of the Increase Available, if possible. I

The sum of the Differences of the sub-units of an agency along with
the agency-level Difference that includes the sub -units not
individually distributed (the “rest of the agency”) must rollup to
within .01% of the Increase Available allocated for the agency.

The Batch Rollup Process following the distribution calculation will
report the “picture” of the distribution and will assess compliance.

Parent-view is not applicable, of course, to agencies without
subordinate sub-agencies.

Parent-view status is not automatic. The parent agency may
contact DHRM, OCP (Bob Weaver, rweaver@dhrm.state.va.us
804-225-2251) and request a change to parent-view participation
status.

2. If the difference between Increase Available and Total Increase is
within the tolerance (but not zero), the field next to the Difference will be
blank. If this is not the case, you will see one of the following next to the
Difference:

NONE (if Increase Available and Total Increase are equal)
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OVER (if Total Increase exceeds Increase Available by more than
.01%)

UNDER (if Increase Available exceeds Total Increase by more than
.01%)

An informational message or TRANSACTION COMPLETE will display at
the bottom of the screen.

F. Repeat Steps C through E above, as necessary. To start over, simply
go to the home position (upper-left of screen) and reenter the PSI998
transaction code and agency/sub-unit number separated by a comma or
space. Each time the transaction runs, it replaces the previously stored
percentages and any probation denials.

G. You can calculate the distribution of the increase at the agency level or
at the sub-unit level.

If you calculate distributions for only some sub-units, these
distributions for the sub-units must be calculated first. Then,
calculate the distribution at the agency level. The calculation
at the agency level will include all sub-units that were not
calculated separately.

If you do not calculate the distribution at the agency level
last, PMIS will consider the agency level to have an increase
of 0%. This is an error unless all sub-units have been
calculated separately.

For example, Agency 777 has 5 sub-units. Sub-units 1 and 2 will be handled
separately. First, calculate the distribution for sub-unit 1. Then, calculate the
distribution for sub-unit 2. Finally, calculate the distribution at the agency level.
(This will include all sub-units not calculated separately.)

1. Calculate distribution for first sub-unit PSI998,777,001
2. Calculate distribution for second sub-unit PSI998,777,002
3. Calculate distribution for remaining sub-units PSI1998,777

Note: Even if you calculate distributions for all sub-units, also calculate
distributions at the agency level to be sure no employees are missed.
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EXHIBIT I. Performance Increase Distribution Calculation Screen
(Initial)

PS1998,208 PERFORMANCE INCREASE DISTRIBUTION CALCULATION
747 PER129ESH 08/15/2001 16:12:30

Agency 208 VPI & State University
Rated Payroll $1,097,608 at 3.500 % =  $38,416 Increase Available

Orig Act#  Distr % Annual Incr  Act % Incr
"X" (100-250%) 6 at 000.000 % 0 0.000 %
"C" (80-100%) 25 at 000.000 % 0.000 %
"X" Hired Qtrl 0 at 100% of "X" 0.000 %
"C" Hired Qtrl 1 at 100% of "C" 0.000 %
Prob-Hired Qtr2 0 at 75% of "C" 0.000 %
Prob-Hired Qtr3 2 at 50% of "C" 0.000 %
1 at 25% of "C" 0.000 %

1

0

"B" No Increase

0
2
Prob-Hired Qtr4 1
1
LWOP/Denied O

Total Increase $0
Difference $38,416 UNDER
Total Rated To Date 36
Total Not Rated 3 Rated $1,017,225
Total Employees 39 Rated Probation 80,383
Leave Without Pay 0
Transmit _ Non-Rated Payroll 72,530
TOTAL PAYROLL $1,170,138

001216 Difference exceeds .01% tolerance - see batch assessment report
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EXHIBIT I. Performance Increase Distribution Calculation Screen
(Final)

PS1998,208 PERFORMANCE INCREASE DISTRIBUTION CALCULATION
747 PER129ESH 08/15/2001 16:33:39
Agency 208 VPI & State University

Rated Payroll $1,097,608 at 3.500 % =  $38,416 Increase Available

Orig Act#  Distr % Annual Incr  Act % Incr
"X" (100-250%) 6 at 129.654 % 8,780 4.537 %
"C" (80-100%) 25 at 100.000 % 28,079  3.500 %
"X" Hired Qtrl 0 at 100% of "X" 0 0.000 %
"C" Hired Qtrl at 100% of "C" 693 3.500 %
Prob-Hired Qtr2 at 75% of "C" 0 0.000 %

Prob-Hired Qtr4

"B" No Increase

LWOP/Denied 0 O Total Increase $38,416
Difference $0 NONE

at 25% of "C" 196 0.875 %

1
0
Prob-Hired Qtr3 2 at 50% of "C" 669 1.750 %
1
1

Total Rated To Date 36
Total Not Rated 3 Rated $1,017,225
Total Employees 39 Rated Probation 80,383
Leave Without Pay 0]
Transmit _ Non-Rated Payroll 72,530
TOTAL PAYROLL  $1,170,138
000001 >>>>>>>>>>>>>>>>>>>>>>>> Transaction Complete <<<<<<<<<<<<
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Frequently Asked Questions (FAQ)

PSI998, Performance Increase Distribution Calculation

Q: Why do the figures on the PM9541 Batch Assessment Report sometimes
differ from the figures on the PM9543 Performance Increase Calculation report?

A: This can occur prior to 11/25 due to the ongoing changes being made to the
Performance Management database. To be synchronized, the PS1998
transaction, the PM9541 Batch Assessment Report, and the PM9543
Performance Increase Calculation report must be run using the same data. This
is why it is essential to re-run the PSI998 after the final 11/25 reload. For the
2001 performance cycle, the PSI998 must be run again Monday morning, 11/26.

Q: I'm tired of manually tinkering with the percentages. How can | get PMIS to
automatically calculate acceptable percentages?

A: Set one of the Extraordinary Contributors percentages field to the desired
value (zero or space the other) and enter space or zero in both the Contributors
percentage fields, or vice versa, and the transaction will calculate the zeroed
percentage fields:

e Enter a percentage in the Distribution Percentage for the “X” category and
zero out both Actual Percentages, as well as the Distribution Percentage
for the “C” category. This makes “X” the control category, i.e. fixed.

e Enter a percentage in the Distribution Percentage for the “C” category and
zero out both Actual Percentages, as well as the Distribution Percentage
for the “X” category. This makes “C” the control category, i.e. fixed.

e Enter a percentage in the Actual Percentage for the “X” category and zero
out both Distribution Percentages, as well as the Actual Percentage for the
“C” category. This makes “X” the control category, i.e. fixed.

e Enter a percentage in the Actual Percentage for the “C” category and zero
out both Distribution Percentages, as well as the Actual Percentage for the
“X” category. This makes “C” the control category, i.e. fixed.
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After you perform one of the steps listed above and transmit, PMIS will
automatically calculate the other percentages so that all the Increase
Available possible is used.

Q: Why do | have to bring the Total Increase to within .0001 (.01%) of the
Increase Available?

A: First, remember that this rule is not enforced in this transaction. It's enforced
in the Batch Rollup process. Now, when determining how close the Total
Increase must be to the Increase Available, PMIS looks at whether or not the
agency belongs to a “parent-view”. Belonging to a parent-view means that the
agency will be included in a higher-level, organization-wide roll-up of
subagencies.

If an agency does participate in a parent view, the over/under difference amount
can be greater than .01 percent of the Increase Available but must be distributed
in accordance with the Difference Tolerance rule at the parent level. For
example, when VADOC requests an organization parent view, agency 701 and
all its sub-agencies will be flagged as belonging to a parent-view. Therefore, the
individual agencies comprising VADOC can each have significant over/under
differences between the Increase Available and the Total Increase Distributed,
provided that a rollup of VADOC agency Differences does not exceed .01% of
the VADOC Increase Available.

A Batch Rollup process will report the “picture” of the distributions and will assess
Difference Tolerance compliance. Salary increase calculations will not be
performed for agencies not in compliance. The enforcement of the Difference
Tolerance rule takes place in the Batch Rollup process - not within the online
transaction.

Q: Can the tolerance level of .0001 (.01%) be changed?

A: No.
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Q: Can my parent-view status be changed?

A: Yes. The parent agency may contact DHRM, OCP (Bob Weaver,
rweaver@dhrm.state.va.us, 804-225-2251) and request a change to parent-view
participation status.

Q: Why don’t | see original employee counts for all categories?

A: Only those categories that are being or can be denied increases
(probationary-hired quarters 2,3 and 4) show original employee counts. This
makes available the employee counts “before” and “after” denial of the increases.

Q: Why didn’t PMIS accept the transaction?

There are restrictions on which fields can be modified, and how they can be
modified:

There are minimum and maximum values for the percentage fields. If you enter a
value outside the minimum-maximum range, you will see one of the following two
messages and the transaction will not be accepted.

The Lower and Upper Limits For Extra Contributor are 100-250%
Reason: A value was entered outside the limits

The Lower and Upper Limits For Contributor are 80-100%
Reason: A value was entered outside the limits

If you are trying to get PMIS to automatically calculate percentages by
zeroing/blanking out some percentages, you must enter at least one non-zero
number. Otherwise, you'll see the following message and the transaction will not
be accepted.

The Extra Contributor and Contributor Percentages Cannot Both Be Zero
Reason: One or both of the fields must have a valid percentage
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When you enter data, you can enter non-zero percentages in the Distr % column
OR the Act % column, not both. Otherwise, you'll see the following message and
the transaction will not be accepted

Either the "Distr %" or "Act % Incr" Field May Have A Value. Not Both.
Reason: Only one percentage may be entered for the “X” or “C” fields

All employees in a given category must be treated the same in this transaction.
So if you want to deny an increase to one rated probationary employee, you
must deny increases to all rated probationary employees in that category. Thus,
you can only change the number of probationary employees in a given category
to zero. Otherwise, you'll see the following message and the transaction will not
be accepted.

The Number of Probation Employees Can Only Be Changed To Zero
Reason: All or none of the probationary category may receive increases

Q: All of the values | entered are valid. The transaction was accepted. But | still
got an error message. Why?

A: If the transaction was successfully completed, you got an informational
message rather than an error message. The message probably said the
following:

Difference exceeds .01% tolerance — see batch assessment report

You may see this informational message when your Difference (between Total
Increase and Increase Available) exceeds .0001 (.01%) of Increase Available
when calculating sub-units, or when calculating at the agency level and the
agency does not participate in a parent-view, or a Difference remains that cannot
be distributed. The Batch Rollup Process following the distribution calculation will
report the “picture” of the distribution and will assess compliance.
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Report Name:

Report Number:

Description:

Batch Report for Performance Increase
Distribution Calculation

PM9541

This report assesses the outcome of the
PSI1998 transaction (Performance Increase
Distribution Calculation) and determines
whether or not to include the
parent/agency/sub-unit in the subsequent
increase calculations and salary adjustment
processes. Agencies may also use this report
to verify the increase percentages that will be
applied in these processes.

(Rules used in the PSI998 transaction are
summarized in the user’'s documentation for
the transaction (PMIS User’'s Manual, Vol. 1,
Section 3-9.8). These rules are detailed in the
specification for PSI998, available upon
request through the PMIS/HURMan Help
Desk.)

Specifically, this report indicates whether or not
the Difference amount between the Increase
Available and the Total Increase Distributed
amounts is acceptable. The acceptable
Difference amount depends on whether or not
the calculated agency belongs to a parent-
view, i.e., is included in an organization-wide
rollup of sub-agencies. By default, agencies
do not have a parent view. When an agency is
not part of a parent view, it is bound to the
difference tolerance rule: the over/under
difference between the Increase Available and
the Total Increase Distributed cannot exceed
.01% of the Increase Available.

If an agency does participate in a parent view,
the over/under difference amount can be
greater than .01% of the Increase Available but

Commonwealth of Virginia

Issued: 08/20/01

Department of Human Resource Management Revised:



PMIS user's MaNuAL

Chapter: Performance Mgt. Transactions | Number: 3-9.10 Page 2 of 7

Section: Performance Management Subject: PSI998 Batch Assessment Report

must be distributed in accordance with the
difference tolerance rule at the parent level.
For agencies that are participating in a parent-
view, a rollup report for the parent agency is
provided in summary form.

The parent agency may contact DHRM, OCP
to request a change to parent-view
participation status.

Sub-units of an agency and the agency-level
distribution that includes the sub-units not
individually distributed (the “rest of the
agency”) differences must rollup to within .01%
of the agency Increase Available.

When not in compliance with the difference
tolerance rule, salary increase calculations will
not be performed.

Possible report messages are listed in the
following table:

GO FOR INCREASE CALCULATIONS Information
All criteria has been met for use of Actual Incr %’s in calculating performance increases

THIS AGENCY IS INCLUDED IN THE PARENT VIEW ROLLUP Information
No action at this level. Criteria checked at Parent View.

BOTH PERCENTAGES ARE AT MAX. THE VALUES ARE ACCEPTED Information
Setting both percentages at their max, the agency is still under spent

THE NUMBER OF EMPLOYEES NOT RATED IS UNACCEPTABLE Fatal
The ratio of employees not rated to rated exceeds 20%

THIS AGENCY EXCEEDS THE DISTRIBUTION TOLERANCE RULE Fatal
The over/under expenditure is greater than .01%

NO GO FOR INCREASE CALCULATIONS Fatal
Criteria has not been met for use of Actual Incr %’s in calculating performance increases

THIS AGENCY CONTAINS NO PERCENTAGE VALUES IN ITS RECORD Fatal
The agency record does not contain the required values

ALL AGENCIES INCLUDED IN THIS PARENT VIEW WILL NOT BE PROCESSED Fatal
Appears only in the Parent View Rollup. If one agency fails, all agencies fail

% THIS AGENCY WILL NOT BE PROCESSED ***** Fatal
Errors prevent this agency from being accepted as ready for processing
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Sample reports are presented in Exhibits Il — V
using a 3.5% statewide (SW) average as an
example.

See Exhibit | for descriptions of column
headings in the report.

See Exhibit Il for a sample report for a stand-
alone agency.

See Exhibit Il for a sample report for an
agency with sub-units.

See Exhibit IV for a sample report for a parent
agency.

See Exhibit V for a sample report for a sub-
agency.
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EXHIBIT I. Descriptions of Column Headings in Report

Total Salaries of all employees
Parent Agency, in Category’
(Sub)Agency, Actual Percentage increase to
Sub-Unit be app”ed

Egg?r?bgategory g, X Total Salary Increases of employees in

rating category,

Number of employees in Rating Difference between Total Increase and

Category Increase Available,
Whether Total Increase is over or
under Increase Available
Commonwealth of Virginia Issued: 08/20/01
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EXHIBIT Il. Sample Report for a Stand-alone Agency

A=00132 DISTRIBUTION INCREASE REPORT 8/11/2001 20:17:11
BY INDIVIDUAL AGENCY

P-AGY AGY UNIT CATEGORY NUM SALARY ACT-PCT INCREASE DIFFERENCE O/U
132 132 X-CONTRIB 2 53,041 8.750 4,641
C-CONTRIB 14 480,133 3.263 15,671
C-PROB-Q1 1 23379 3.263 763

LWOP 1 0

NOTRATED 2 130,326

TOTRATED 20 602,160 21,076
<<TOTAL>> 732,486 21,075

GO FOR INCREASE CALCULATIONS

EXHIBIT lll. Sample Report for an Agency with Sub-units

A=00208 DISTRIBUTION INCREASE REPORT 8/11/2001 20:17:11
BY INDIVIDUAL AGENCY

P-AGY AGY UNIT CATEGORY NUM SALARY ACT-PCT INCREASE DIFFERENCE O/U
208 208 X-CONTRIB 6 193,473 4.984 9,644
C-CONTRIB 25 802,252 3.500 28,079
C-PROB-Q1 119,811 3.500 693
B-RATED 121,500
LWOP 3 0
NOTRATED 3 72,530
TOT RATED 1,097,608 3.500 38,416
<<TOTAL>> 1,170,138 38,416

208 208 02 X-CONTRIB 44,938 5.490 2,467
C-CONTRIB 19,132 3.500 670
B-RATED 1 25,557
NOT RATED
TOTRATED 37 89,627 3,136
“*TOTAL* 108,129 3,136

GO FOR INCREASE CALCULATIONS
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EXHIBIT IV. Sample Report for a Parent Agency

A=00720 DISTRIBUTION INCREASE REPORT 8/11/2001 20:17:11
BY PARENT AGENCY

P-AGY AGY UNIT CATEGORY NUM  SALARY ACT-PCT INCREASE DIFFERENCE O/U
720 703 AGENCY 950,571 22,822 233 0
720 720 AGENCY 2,188,901 73,754 154 0]
720 720 01-06 SUB-UNIT 450,060 15,752 402 U

720 720 07-11 SUB-UNIT 1,099,148 38,470 0
720 ==TOTAL== 4,688,680 150,798 15 0]

GO FOR INCREASE CALCULATIONS

EXHIBIT V. Sample Report for a Sub-Agency

A=00703 DISTRIBUTION INCREASE REPORT 8/11/2001 20:17:11
BY INDIVIDUAL AGENCY

P-AGY AGY UNIT CATEGORY NUM SALARY ACT-PCT INCREASE DIFFERENCE O/U
720 703 X-CONTRIB 4 196,226 5375 10,547

C-CONTRIB 9 311,300 3.500 10,896

X-PROB-Q1 1 30,000 5.375 1,613

B-RATED 4 114,549

NOT RATED 7 298,496
TOT RATED 25 652,075 22,822
<<TOTAL>> 950,571 23,055 233 O

THIS AGENCY EXCEEDS THE DISTRIBUTION TOLERANCE RULE BUT IS PARENT-
VIEW

Commonwealth of Virginia Issued: 08/20/01
Department of Human Resource Management Revised:
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Section: Performance Management

Subject: PSI998 Batch Assessment Report

Use:

Frequency:

Summary Level:

To provide the agencies with a hardcopy report
assessing the distribution percentages as
calculated by the PSI998 transaction, and the
detail of how these percentages were derived.

As required.

Parent agency, sub-agency, agency, sub-unit

Commonwealth of Virginia

Issued: 08/20/01

Department of Human Resource Management Revised:
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Chapter: Performance Mgt. Transactions | Number: 3-9.11 Page 1 of 5

Section: Performance Management

Subject: Performance Increase Calculation Report

Report Name:
Report Number:

Description:

Performance Increase (PI) Calculation Report
PM9543

This report depicts the performance increase
(P1) calculation results and identifies
exceptions (errors). This report is run after the
employee ratings have been entered (PSI000)
and the performance increase distribution has
been calculated (PS1998).

Specifically, for employees who did not receive
increases, the report identifies the reason for
not receiving an increase.

If the agency did not meet the assessment
criteria (see Section 3-9.10, PSI1998 Batch Roll-
up), the following message will display:

AGENCY XXX HAS NOT PASSED THE ASSESSMENT

CRITERIA. THIS AGENCY WILL NOT BE PROCESSED
I

If this message is displayed, do the following:

Re-calculate the Increase Distribution
with PSI998 (see Section 3-9.8)

After the PSI998 Batch Update is Run,
review the PSI998 Batch Assessment
Report (see Section 3-9.10)

Possible report messages are listed in the
following table.

Commonwealth of Virginia

Issued: 11/01/01

Department of Human Resource Management Revised:



PMIS user's manuAL

Chapter: Performance Mgt. Transactions

Number: 3-9.11 Page 20of5

Section: Performance Management

Subject: Performance Increase Calculation Report

Message Explanation
FAILED ASSESSMENT TEST See PM9541 for reason(s).
EMPLOYEE NOT RATED Employee is not rated — PSI000 needed

EMPLOYEE RATED ‘B’

Employee rated as “Below Contributor”

EMPLOYEE ON LEAVE

Employee rated an “L”

EMPLOYEE ON LEAVE WITHOUT PAY

Employee is on LWOP. Disqualified for increase

NOT INCREASE QUALIFIED

Employee is not qualified to receive an increase

RECALCULATING COSTS

A value changed (e.g., Pct), causing a recalculation.

NO PERCENTS AVAILABLE - RUN
PSI1998

No distribution has been calculated for this agency.
PSI1998 needed.

QUALIFIED BUT NO PCT IN UNIT
RECORD

No percentage for sub-unit — PSI998 needed.

QUALIFIED BUT NO PCT IN AGY
RECORD

No percentage for agency — PSI1998 needed.

PART TO FULLTIME - ONE TIME
PAYMENT

Employee is part time, rated, and receives a bonus

LUMP SUM PAYMENT ONLY

Salary exceeds role maximum; bonus given.

PART TIME - INCREASE EXCEEDS MAX

Part time employee’s increase causes salary to
exceed role max. Contact DHRM Help Desk.

FULL TIME - INCREASE EXCEEDS MAX

Full time employee’s increase causes salary to
exceed role max. Contact DHRM Help Desk.

ACTUAL PERCENTAGE OUTSIDE OF
RANGE

The actual percentage is not valid. This is an
internal error. Contact DHRM Help Desk.

See Exhibit | for descriptions of column
headings in the report.

Sample reports are presented in Exhibits Il and

See Exhibit Il for a sample report for an agency
that does not meet the assessment criteria.

See Exhibit 11l for a sample report for an
agency that meets the assessment criteria and
includes employees that are exceptions.

Commonwealth of Virginia

Department of Human Resource Management

Issued: 11/01/01
Revised:




PMIS user's manuAL

Chapter: Performance Mgt. Transactions | Number: 3-9.11 Page 3 of 5

Section: Performance Management Subject: Performance Increase Calculation Report

EXHIBIT I. Descriptions of Column Headings in Report

Column Heading

Description

CH

Change Indicator.
R: Being recalculated
E: Exception

Empl Soc-Sec-Num

Employee’s social security number

Employee Name

Employee’s hame

Pos Nmbr Employee’s position number
Q-RT-P Q: Indicates whether employee is qualified for an
increase.
Y: Employee is qualified, based on rating.
N: Employee is not qualified, based on rating.
U: Employee has not been rated.
W: Employee is on leave
RT: Indicates employee’s rating.
Ratings are presently suppressed.
P: Indicates probationary employee’s quarter hired.
1. Quarter 1
2: Quarter 2
3. Quarter 3
4. Quarter 4
Salary Employee’s current salary
Pct Incr Percentage increase applied to employee’s salary.

Increase Cost

Dollar amount of employee’s increase (Pct Incr multiplied
by base salary).

Calculated Cost

Calculated cost before rounding. Individual rounding may
cause discrepancies with totals in PM9541.

Bonus Cost Dollar amount of bonus, if applicable.
Reason Reason a salary increase was not calculated for employee.
Commonwealth of Virginia Issued: 11/01/01

Department of Human Resource Management Revised:
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Chapter: Performance Mgt. Transactions | Number: 3-9.11 Page 4 of 5

Section: Performance Management Subject: Performance Increase Calculation Report

EXHIBIT Il. Sample Report for Agency That Does Not Meet Criteria

A=00123 PERSONNEL MANAGEMENT INFORMATION SYSTEM
RUN DATE =10/28/2001 DEPARTMENT OF HUMAN RESOURCE MANAGEMENT
PROGRAM = PM9543 PERFORMANCE MANAGEMENT

ANNUAL SALARY INCREASE

AGENCY : 123 SUB-UNIT: - Dept of Military Affairs

C EMPL POS ROLE PCT INCREASE CALCULATED BONUS
H SOC-SEC-NUM EMPLOYEE NAME NMBR CODE Q-RT-P  SALARY INCR  COST COST COST REASON

AGENCY 123 HAS NOT PASSED THE ASSESSMENT CRITERIA. THIS AGENCY WILL NOT BE PROCESSED ! !

EXHIBIT Ill. Sample Report for an Agency That Meets the Assessment Criteria
and has Employees Who Are Exceptions

A=00132 PERSONNEL MANAGEMENT INFORMATION SYSTEM
RUN DATE = 10/28/2001 DEPARTMENT OF HUMAN RESOURCE MANAGEMENT
PROGRAM = PM9543 PERFORMANCE MANAGEMENT

ANNUAL SALARY INCREASE

AGENCY : 132 SUB-UNIT: - State Board of Elections

C EMPL POS ROLE PCT INCREASE CALCULATED BONUS

H SOC-SEC-NUM EMPLOYEE NAME NMBR CODE Q-RT-P  SALARY INCR COST COST COST REASON

E 111-11-1111 BROWN, IRENE 00024 29112 W 48,758.00 EMPLOYEE IS ON LEAVE WITHOUT PAY
224-62-2222 COOK NANCYR 00050 19013 Y 3136400 35  1,097.00  1,097.7400
229-74-3333 MATT, WILL 00010 19031 Y 33389.00 35 116800 1,168.6150
229-800000 MOST, WILMAP 00030 19013 Y 3193400 35 111700 1,117.6900

Commonwealth of Virginia Issued: 11/01/01
Department of Human Resource Management Revised:
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Page 50f5

Section: Performance Management

Subject: Performance Increase Calculation Report

Use:

Frequency:

Summary Level:

Provides the agencies with a hardcopy report
depicting the detail of the performance
increase calculation, andidentifying the
employees who receive no increase in the
performance increase distribution process.

As required.

Agency, sub-unit

Commonwealth of Virginia

Department of Human Resource Management

Issued: 11/01/01
Revised:
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Section: Performance Management

Subiject: Salary Adjustment Eligibility Listing

Report Name:

Report Number:

Description:

Performance Increase (Pl) Salary Adjustment
Eligibility Listing

PM5115

This report lists the new salary (including the
performance increase) for each employee
eligible for a base salary increase. This report
is run after the employee ratings have been
entered (PSI000), the performance increase
distribution has been calculated (PS1998), and
the actual performance increases for each
employee have been calculated.

Salary adjustment exceptions, such as for a
lump-sum bonus in lieu of a base salary
increase, are listed on the PM5125 Salary
Adjustment Exception and Message Listing.

Note that the PI Eligibility date will be
advanced for all employees rated X/C/B.

See Exhibit | for descriptions of column
headings in the report.

See Exhibit Il for a sample report in which New
Salary is calculated for each employee in the
agency.

See Exhibit Ill for a sample report in which
New Salary has not been calculated for any
employee in the agency.

Commonwealth of Virginia

Issued: 11/01/01

Department of Human Resource Management Revised:
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Section: Performance Management Subject: Salary Adjustment Eligibility Listing

EXHIBIT I. Descriptions of Column Headings in Report

Column Heading

Description

Pos No

Employee’s position number

Soc-Sec

Employee’s social security number

Employee Name

Employee’s name

Role Description

Role description for employee’s position number

Period Pay Salary per pay period. New salary divided by pay
schedule.
¢ Note that Period Pay will be erroneous if the PAY-
SCHEDULE value on PMIS is incorrect.
Payrl Payroll number
Old Salary Employee’s current salary
New Salary New salary, including performance increase. (Performance

Increase equals Actual Pct multiplied by base salary).

Actual Pct Applied

The Actual Pct Applied is calculated by PSI1998 and
applied to Old Salary to determine New Salary. NOT
CALCULATED displays in this column until the PSI1998
and the increase calculations have been performed.

Commonwealth of Virginia Issued: 11/01/01
Department of Human Resource Management Revised:
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Section: Performance Management Subiject: Salary Adjustment Eligibility Listing

EXHIBIT Il. Sample Report for Agency Where New Salaries Have Been
Calculated

A=00132

PROG ID = PM5115 PERSONNEL MANAGEMENT INFORMATION SYSTEM

RUN DATE = 10/25/2001 DEPARTMENT OF HUMAN RESOURCE MANAGEMENT
SALARY ADJUSTMENT ELIGIBILITY LISTING

AGENCY = 132 - State Board of Elections
SUB-UNIT =

POS-NO SOC-SEC EMPLOYEE NAME ROLE DESCRIPTION  PERIOD PAY PAYRL OLD SALARY NEW SALARY ACTUAL PCT APPLIED

00010 225-86-6666 ANDERSON, DEE L General Admnstrtn Practt 179913~ 001 $41,719.20  $43,179.00 3.5000000 PCT INCR
00003 231-88-5555 ARCHIE, VANE  Admnstrtve Prgrm Spcialst 116417 001 $26,995.00  $27,940.00 3.5000000 PCT INCR
00016 227-84-4444 BENCOACH, ROSA Policy Planning Spcialst 192346 001 $44,602.00 $46,163.00 3.5000000 PCT INCR
00018 224-25-3333 BURTON, ED L Admnstrtve Prgrm Spcialst ~ 829.46 001  $19,734.00  $19,907.00 0.8750000 PCT INCR
00017 227-08-2222 BURWELL, SALD Info Technology Specialis ~ 1152.38 102  $26,722.00  $27,657.00 3.5000000 PCT INCR
00007 228-37-1111 COUSINS, VERN B  Admnstrtve Prgrm Spcialst ~ 1078.83 001  $25,016.00 $25,892.00 3.5000000 PCT INCR
00006 226-27-2222 EDMONDS, TINAY Admnstrtve Prgrm Spcialst 116529 001 $25,717.00  $27,967.00 8.7500000 PCT INCR
00011 227-80-3333 KING, MARY G Admnstrtve Prgrm Spcialst 164579 102 $38,163.00  $39,499.00 3.5000000 PCT INCR
00005 223-21-4444 MINES, CAL E General Admnstrtn Practt 1645.79 001 $38,163.00  $39,499.00 3.5000000 PCT INCR
00009 230-60-5555 MINES, MARY L Admnstrtve Prgrm Spcialst  1102.13 102 $25,557.00 $26,451.00 3.5000000 PCT INCR
00002 003-32-6666 THOM, LORE M General Admnstrtn Practt 219850 001 $50,980.00  $52,764.00 3.5000000 PCT INCR
00008 227-27-5555 WALK, ANDY T Admnstrtve Prgrm Spcialst 110213 001  $25,557.00  $26,451.00 3.5000000 PCT INCR
00013 224-86-4444 WILSON,REGC  General Admnstrtn Manager 1966.79 001 $45,607.00  $47,203.00 3.5000000 PCT INCR

NUMBER OF ELIGIBLE EMPLOYEES IN SUB-UNIT = 13 PROJECTED TOTAL SALARIES  $450,572.00

PRESENT TOTAL SALARIES $434,532.20

AMOUNT OF DIFFERENCE $16,039.80

Commonwealth of Virginia Issued: 11/01/01
Department of Human Resource Management Revised:
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Page 4 of 4

Section: Performance Management

Subiject: Salary Adjustment Eligibility Listing

EXHIBIT lll. Sample Report for Agency Where New Salaries Have Not Been
Calculated

A=00703
PROG ID = PM5115

PERSONNEL MANAGEMENT INFORMATION SYSTEM
RUN DATE = 10/25/2001

DEPARTMENT OF HUMAN RESOURCE MANAGEMENT
SALARY ADJUSTMENT ELIGIBILITY LISTING

PAGE 96

AGENCY = 703 - Central State Hospital
SUB-UNIT =

POS-NOSOC-SEC EMPLOYEE NAME  ROLE DESCRIPTION PERIOD PAY PAYRL OLD SALARY NEW SALARY ACTUAL PCT APPLIED
00012 228-56-6666 BRAD, HELEN A Trainer Instructor I 1817.50 001 $43,620.00 $43,620.00 NOT CALCULATED
00028 226-06-6666 COLES, LINA Licensed Practical Nurse ~ 1244.58 001  $29,870.00 $29,870.00 NOT CALCULATED
00007 121-46-5555 GREC, JOY M Registered Nurse Manager 2654.08 001 $63,698.00 $63,698.00 NOT CALCULATED

001 $30,000.00 $30,000.00 NOT CALCULATED

00015 223-70-5555 HAR, JAMES E Human Resource Practt| ~ 1250.00
00040 225-82-4444 LOW,JAMESE  Security Manager Il 1900.29 001 $45607.00 $45607.00 NOT CALCULATED
00010 420-84-4444 MOORE,DEE A  Registered Nurse Manager

203158 001 $48,758.00 $48,758.00 NOT CALCULATED
00021 227-82-3333 MORR,BREN G Licensed Practical Nurse 695.60 001 $16,694.50 $16,694.50 NOT CALCULATED
00039 228-94-3333 PALMER, SARAH Licensed Practical Nurse 1018.50 001 $24,444.00 $24,44400 NOT CALCULATED
00050 224-84-2222 PEGRAM,LEES  Licensed Practical Nurse 1330.58 001 $31,934.00 $31,934.00 NOT CALCULATED
00032 225-82-2222 RIVERS,MAGT Registered Nurse Manager  2374.38 001 $56,985.00 $56,985.00 NOT CALCULATED
00030 282-66-1111 SAL, THERESAK  Human Resource Practt Il 1487.33 001 $35,696.00 $35,696.00 NOT CALCULATED
00029 231-80-1111 SCOTT, BRENE Psychologist Il 218550 001 $52,452.00 $52,452.00 NOT CALCULATED
00046 226-68-1111 STARKE,NANE Licensed Practical Nurse 1138.50 001 $27,324.00 $27,32400 NOT CALCULATED

Use: Provides the agencies with a hardcopy report
listing each eligible employee's new salary and
some details pertaining to each new salary
calculation.

Frequency: As required.

Summary Level: Agency, sub-unit

Commonwealth of Virginia

Issued: 11/01/01
Department of Human Resource Management

Revised:
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Section: Performance Management

Salary Adjustment
Subiject: Exception and Message Listing

Report Name:

Report Number:

Description:

Performance Increase (Pl) Salary Adjustment
Exception and Message Listing

PM5125

This report lists rated employees who are
either flagged as exceptions or whose record
contains informational messages.

Employees flagged as exceptions are tagged
with EXC: message. These employees are
NOT eligible for a base salary increase. They
do not appear on the PM5115 Salary
Adjustment Eligibility Listing.

Those employees flagged with informational
messages are tagged with MSG: message.
These employees are listed on the PM5115
Salary Adjustment Listing and their ratings are
accepted. You should verify that the situation
described in the message does exist (e.g. non-
PMIS reviewer) and, where indicated, that the
reviewer/supervisor position number is correct.

Note that the MSG: messages regarding
supervisor/reviewer and suspense will be
suppressed during the cycle 2001 final reload.

Also note that ratings will be posted for all
employees rated X/C/B, and the PI Eligibility
date will be advanced for employees rated
X/C/B unless specified otherwise.

Possible report messages are listed in the
following table.

See Exhibit | for descriptions of column
headings in the report.

See Exhibit Il for a sample report.

Commonwealth of Virginia

Issued: 11/01/01

Department of Human Resource Management Revised:
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Page 2 of 6

Section: Performance Management

Salary Adjustment

Subiject: Exception and Message Listing

Message

Explanation

EXC: AT-MAX BONUS LUMP SUM $

Old salary is at role/alternate band
maximum salary. Employee may
receive bonus.

EXC: OVER-MAX BONUS LUMP SUM $

Old salary is over role/alternate
band maximum salary. Employee
may receive bonus.

EXC: CONTACT THE DHRM HELP DESK
- PUSHED OVER MAX

Old salary is under role/alternate
band maximum salary. New salary
(including calculated Pl) is over
role/alternate band maximum
salary. Contact Help Desk. OCM will
determine how to allocate PI
between base salary increase and
bonus.

EXC: NOT ELIGIBLE - DUE TO RATING

Employee will receive no PI, due to
rating.

EXC: NOT ELIGIBLE - DUE TO LWOP

Employee will receive no PI, due to
LWOP status.

EXC: NOT ELIGIBLE - DISQUAL —
OTHER

Employee will receive no PI, for
reasons other than those stated
above.

MSG: VACANT POSITON REVR

Position is vacant. (It may have
been filled at the time the rating was
entered, or the position number may
have been entered incorrectly.)

MSG: NON-PMIS REVIEWER

The reviewer’s position is non-PMIS
(position number is all zeroes).

MSG: INVALID REVIEWER

The position number is not in PMIS
and is not a non-PMIS position (all
zeroes). Verify that, at the time the
rating was entered, the position had
not been abolished or moved.

MSG: VACANT POSITON SUPV

Position is vacant. (It may have
been filled at the time the rating was
entered, or the position number may
have been entered incorrecitly.)

Commonwealth of Virginia

Department of Human Resource Management

Issued: 11/01/01

Revised:
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Salary Adjustment
Section: Performance Management Subiject: Exception and Message Listing
Message Explanation

MSG: NON-PMIS SUPERVISOR

The supervisor’s position is non-
PMIS (position number is all
ZEeroes.)

MSG: INVALID SUPERVISOR

The position number is not in PMIS
and is not a non-PMIS position (all
zeroes). Verify that, at the time the
rating was entered, the position had
not been abolished or moved.

MSG: INVALID APPOINTMENT EXPIRE
DATE

The appointment expire date is
invalid or the appointment has
actually expired.

MSG: INVALID ROLE EXPIRE DATE

The role expire date is invalid or the
role has actually expired.

MSG: INVALID POSITION EXPIRE DATE

The position expire date is invalid or
the position has actually expired.

Commonwealth of Virginia
Department of Human Resource Management

Issued: 11/01/01
Revised:
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Salary Adjustment
Section: Performance Management Subiject: Exception and Message Listing

EXHIBIT I. Descriptions of Column Headings in Report

Column Heading Description
Employee Name Employee’s name
Employee SSN Employee’s social security number
Position Number Employee's position number
Role Code Role code for employee’s position
Message Message indicating why:

e Some data may require validation (MSG:) even though
the rating has been accepted or

e Employee is an exception (EXC:) and did not receive
an increase in base salary

Commonwealth of Virginia Issued: 11/01/01
Department of Human Resource Management Revised:
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Salary Adjustment
Section: Performance Management Subiject: Exception and Message Listing

EXHIBIT Il. Sample Report

A=00999

PROG ID = PM5125 PERSONNEL MANAGEMENT INFORMATION SYSTEM
RUN DATE = 10/25/2001 DEPARTMENT OF HUMAN RESOURCE MANAGEMENT
SALARY ADJUSTMENT EXCEPTION AND MESSAGE LISTING

AGENCY = 999 - State Board of Philosophy
SUB-UNIT =

EMPLOYEE EMPLOYEE POSITION ROLE
NAME SSN NUMBER CODE MESSAGE

ANDERSON, DEEL  225-86-6666 00108 39032 MSG: INVALID REVIEWER  999-12345
ARCHIE, VAN E 231-88-5555 00219 69011 EXC: NOT ELIGIBLE - LWOP

Commonwealth of Virginia Issued: 11/01/01
Department of Human Resource Management Revised:
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Section: Performance Management

Salary Adjustment
Subiject: Exception and Message Listing

Use:

Frequency:

Summary Level:

Provides the agencies with a hardcopy report
listing each employee who is an exception or
whose data may require additional validation.

As required.

Agency, sub-unit

Commonwealth of Virginia

Issued: 11/01/01

Department of Human Resource Management Revised:
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Section: Performance Management

Subject: PM Load Listing

Report Name:
Report Number:

Description:

PM Load Listing
PM9495

This report provides a listing of employees, with
a Performance Increase (PI) Eligibility date of
November 25th of the current performance
cycle year, that have been loaded into the PM
database.

Eligible employees whose PI Eligibility date has
been corrected are added during periodic PM
database reloads. Also provided for each
employee are the position number, role code,
pay band and state salary.

See Exhibit | for a sample report.

Commonwealth of Virginia

Issued: 11/25/2001

Department of Human Resource Management Revised:
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Section: Performance Management Subject: PM Load Listing

EXHIBIT I: Sample Report

A=00123
Program-ID: PM9495 COMMONWEALTH OF VA - DEPARTMENT OF HUMAN RESOURCE MANAGEMENT

Run-Date: 11/25/2001
PM LOAD LISTING
123 Dept of Military Affairs

SSN Position Num Role Code Pay Band  State Salary

ADKINS, ROBERT R JR 227-58-3333 00108 39032 04 34,379.95
AKERS, JEREMY K 231-51-7777 00298 69152 04 26,722.00
ALBERT, DEBRA C 225-25-5555 00093 39051 05 39,022.00

ANDERSEN, KRISTIAN Q 231-25-2222 00142 69152 04 32,653.00
APTICAR,TOBIAS S 274-86-6666 00167 69113 03 24,444.00
ARMES, THOMAS M 227-62-8888 00250 79132 0 24,995.00
AUSTIN, WILLIAM E 227-82-0000 00218 79033 03 34,910.00
BALDWIN, WILLIAM F 224-74-1111 00202 79051 03 26,722.00
BASSFIELD, RENEE 223-31-4444 00229 19031 04 27,939.00
BEAN, MAYNARD K 224-46-2222 00149 69116 05 58,269.00
BENNETT,IAN J 225-04-9999 00148 69153 05 55,967.00

BERRY, MICHAEL G 218-82-3333 00290 69153 05 36,000.00

Use: This report in conjunction with Report 9970 allows
agencies to verify the employees that have been
loaded into the PM database and to determine any
discrepancies related to Pl eligibility Date.

Frequency: Each PM database reload.
Summary Level: Agency; sub-unit
Commonwealth of Virginia Issued: 11/25/2001

Department of Human Resource Management Revised:
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Chapter: Performance Mgt. Transactions] Number: 3-9.15 Page:1 of 4

Section: Performance Management Subject: PM Reload Listing

Report Name:
Report Number:

Description:

PM Reload Listing
PMO9535

This report provides an employee listing of those
with previously entered ratings that were retained
during the reload.

An exception report “Reload Ratings Exception
List,” is provided if ratings were not retained.
For example: employees who have separated
from state service are deleted from the
Performance Management database during the
reload process.

See Exhibit I for descriptions of column heading
in the report.

See Exhibit II for a sample of Reload Listing
Report.

See Exhibit III for a sample of the Reload
Ratings Exception List.

Commonwealth Of Virginia

Issued: 11/25/2001

Department of Human Resource Management Revised:
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Chapter: Performance Mgt. Transactions] Number: 3-9.15 Page:2 of 4

Section: Performance Management Subject: PM Reload Listing

EXHIBIT I. Descriptions of Column Headings in Report

Column Heading Description
Record Change -‘Y’ means employee changed agency or sub-unit.
Indicator -‘L’ means the employee has been flagged with

rating code “L”.

-A blank record change indicator means there was
no significant change to employee’s record since last
reload

Employee’s Name| Employee’s last name. (This is shown on the Reload
Ratings list only).

Employee’s SSN Employee’s Social Security Number

Position Number Employee’s Position
Supervisor Employee Supervisor’s agency and position number.
Agy-Pos.

Reviewer Agy-Pos| Reviewer’s agency and position number.

Message Informational message that appears on the Reload
Rating Exception List.

Commonwealth Of Virginia Issued: 11/25/2001
Department of Human Resource Management Revised:
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Chapter: Performance Mgt. Transactions] Number: 3-9.15 Page:3 of 4

Section: Performance Management Subject: PM Reload Listing

EXHIBT II: Sample of Reload Listing

A=00123
PROG ID = PM9535
RUN DATE = 11/25/2001

PERSONNEL MANAGEMENT INFORMATION SYSTEM
DEPARTMENT OF HUMAN RESOURCE MANAGEMENT

PAGE

AGENCY = 123 - Dept of Military Affairs

5 PERFORMANCE MANAGEMENT

RECORD EMPL
CHANGE SSN

227553333
225257777
231253333
274866666
227628888
227822222
224744444
223311111
224465555
225040000
229649999
229258888
231622222
228503333
230216666
228547777
236785555
227561111
228940000

EMPL
NAME

ADKINS
ALBERT
ANDERSEN
APTICAR
ARMES
AUSTIN
BALDWIN
BASSFIELD
BEAN
BENNETT
BISHOP
BOOKER
BOOTH
BOSWELL
BOWDEN
S{OURIN
BOzZO
BRIDGES
BROOKS

RELOAD RATINGS

POSITN
NUMBER

00108
00093
00142
00167
00250
00218
00202
00229
00149
00148
00016
00005
00028
00107
00059
00217
00208
00236
00078

ROLE
CODE

39032
39051
69152
69113
79132
79033
79051
19031
69116
69153
19013
19091
19221
39032
19013
79033
79153
79033
19012

SUPVR
AGY-POS

123-00107
123-00069
123-00133
123-00159
123-00000
123-00237
123-00238
123-00000
123-00000
123-00000
123-00000
123-99999
123-00000
123-00000
123-00000
123-00237
123-00000
123-00232
123-00000

=Y
AGY-POS

123-00000
123-00000
123-00148
123-00149
123-99999
123-00000

123-00000

123-99999
123-99999
123-99999
123-99999
123-00013
123-99999
123-99999
123-99999
123-00000
123-99999
123-00000
123-99999

Commonwealth Of Virginia
Department of Human Resource Management

Issued: 11/25/2001

Revised:
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PMIS USER’S MANUAL

Chapter: Performance Mgt. Transactions

Number: 3-9.15 Page:4 of 4

Section: Performance Management

Subject: PM Reload Listing

EXHIBIT III: Exception List

PROG ID = PM9535 PERSONNEL MANAGEMENT INFORMATION SYSTEM
RUN DATE = 11/10/2001 DEPARTMENT

PERFORMANCE MANAGEMENT

PM9535 EXCEPTION
= 123 - Dept of Military Affairs

AGENCY
EMPLOYEE
SSN

228-68-8888

POSITION SUPERVISOR
NUMBER AGY-POS

00276 123-00255

Use:

Frequency:

Summary Level:

OF HUMAN RESOURCE MANAGEMENT

RELOAD RATINGS EXCEPTION LIST

REVIEWER MESSAGE
AGY-POS

123-00256 PM EMPLOYEE NOT FOUND ON DATABASE

The PM Database is loaded periodically to capture
current employee status. Provides the agencies with
confirmation that evaluation data previously entered
has been retained or provides exception information
to explain otherwise.

Each PM database reload.

Agency; sub-unit

Commonwealth Of Virginia

Issued: 11/25/2001

Department of Human Resource Management Revised:



PMIS USER’S MANUAL

Chapter: Performance Mgt. Transactions

Number: 3-9.16 Page:1 of 3

Section: Performance Management

Subject: PI Elig. Dates not November 25th

Report Name:

Report Number:

Description:

Performance Increase (PI) Eligibility Dates
Not November 25" of the current
performance cycle year.

PM9970

This report displays employees whose PI
Eligibility date is not November 25" of the
current performance cycle year.

A rating cannot be entered until an
employee’s PI Eligibility date is not
November 25™ of the current performance
cycle year.

If you have a copy of this report, these
records should be investigated as to the
reason for the PI Eligibility date, and if
appropriate, brought up-to-date by
submitting a P3 to DHRM for corrective
action.

Each year, the PI Eligibility is advanced
automatically for rated employees. This report is
not produced for agencies whose employees all
have PI Eligibility date of November 25™ of the
current performance cycle year.

The PM database will not reflect the updated
eligibility date until a reload of the PM
database is performed.

See Exhibit I for descriptions of column
heading in the report.

See Exhibit II for a sample of the PM9970
report.

Commonwealth of Virginia

Issued: 11/25/2001

Department of Human Resource Management Revised:



PMIS USER’S MANUAL

Chapter: Performance Mgt. Transactions| Number: 3-9.16 Page:2 of 3

Section: Performance Management

Subject: PI Elig. Dates not November 25th

EXHIBIT I: Descriptions of Column Heading in Reports

Column Heading

Description

Employee Name

Employee’s Name

Employee SSN

Employee’s Social Security Number

Position Number

Employee’s position number

Role Code

Role code for employee’s position

IPP Elig. Date

Employee’s Performance Increase Eligibility date

St. Begin Date

Employee’s state begin date

Probation Expire

Employee’s probation expiration date

Lv Cd Leave Code indicating employee on leave as well as
the type of leave.

Lv Efft Leave Effective Date.

Lv Retn Leave Return Date.

Commonwealth of Virginia
Department of Human Resource M

Issued: 11/25/2001
anagement Revised:




PMIS USER’S MANUAL

Chapter: Performance Mgt. Transactions| Number: 3-9.16 Page:3 of 3

Section: Performance Management Subject: PI Elig. Dates not November 25th

EXHIBIT II: Sample of report PM9970

A=00123

PROG ID = PM9970 PERSONNEL MANAGEMENT INFORMATION SYSTEM
RUN DATE = 11/25/2001 DEPARTMENT OF HUMAN RESOURCE MANAGEMENT

PERFORMANCE MANAGEMENT EVALUATION
PERFORMANCE INCREASE (PI) ELIGIBILITY DATES NOT 11/25/2001

AGENCY = 123 - Dept of Military Affairs

SUB-UNIT =
EMPLOYEE EMPLOYEE POSITION ROLE IPPELIG STBEGIN PROBATION LV LV LV

NAME SSN NUMBER CODE DATE DATE EXPIRE CD EFFT RETN

KABBAH, IBRAHIM S 062-80-4594 00172 69113 02/25/2001 07/17/2000 01/17/2001 05 01/05/2001 05/29/2001

Use: This report is used to validate the PI
Eligibility date.

Frequency: Each PM database reload.

Summary Level: Agency; sub-unit

Commonwealth of Virginia Issued: 11/25/2001

Department of Human Resource Management Revised:



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-10.1 Page 1 of 3
Section: Regrade Subject: P-3 Reband
I TRANSACTION NUMBER TRANSACTION TITLE
PSE204 P-3 Reband
1. FUNCTION/DESCRIPTION:

A. This transaction lets you update an employee’s salary in PMIS
after a role reband has been approved.

B. This transaction must be entered individually for each employee
affected by the reband.

C. If you have a large number of employees in a rebanded role, you
may ask that the Department of Human Resource Management
update the records of all employees automatically.

D. This transaction must be authorized by appropriate persons in
accordance with Reband Policy.

Il USERS:

All State agencies with data entry terminals may use this transaction.

The Department of Human Resource Management enters information

for those agencies without data entry terminals.

V. PROCEDURE:
A. Enter transaction code:
PSE204,NNNNNNNNN
Or PSE204,EEEEEE
Where NNNNNNNNN = social security number
EEEEEE = employee ID number

B. Transmit.

You will see the P-3 Reband Screen displayed, with mandatory
input fields designated by asterisks.
Commonwealth of Virginia Issued: 08/08/86

Department of Human Resource Management Revised: 06/15/01



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-10.1 Page 2 of 3
Section: Regrade Subject: P-3 Reband
C. Enter required data. For valid code values, refer to the Code

Tables (PMIS User’'s Manual, Volume 1).
D. Tab cursor to End.
E. Transmit.
F. You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-10.1 Page 3 of 3

Section: Regrade Subject: P-3 Reband

EXHIBIT I. P-3 Regrade Screen

PSE204,123456789 REGRADE
05/27/2000 12:33:45

REGRADE

Agency: 123 Dept of Military Affairs

Position: 00042

Soc-Sec: 123456789/654321 Munster, Lily
Role: 00000 Bldgs and Grounds Supt B

Trans-Efft-Date: **+*
State Salary: 043198.00
Non-State Salary: 000000.00
Special Rate: 000000.00
Salary Override:
Agency Note:

Xmit:

000002 Screen Call-Up Complete -- Proceed

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.1 Page 1 of 3

Field Changes, Miscellaneous
Section: Salary Adjustment Subject: Personal Data (P3-A) Field Change

l. TRANSACTION NUMBER TRANSACTION TITLE

PSEQ091 Field Change: Personal Data (P-3A)

Il. FUNCTION/DESCRIPTION:

A. When personal data (P-3A form) for a classified or faculty
employee must be changed, and the change is not covered by a
specific employee transaction, this transaction makes the
appropriate changes in the employee's record on the Personnel
Management Information System data base.

B. If there are P-3 data items that must be corrected in addition to
modification of P-3A data items, submit both the P-3 and P-3A
requesting the PSE090 FIELD CHANGE:

CLASSIFIED/FACULTY transaction to the Department of
Human Resource Management.

C. This transaction must be authorized by appropriate persons in
the agency.
M. USERS:

All State agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information
for those agencies without data entry terminals.
V. PROCEDURE:
A. Enter transaction code:
PSE091

B. Transmit.

You will see the P-3A Field Change Screen displayed with
mandatory input fields designated by asterisks.

C. Enter required data items.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 09/20/01



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.1 Page 2 of 3
Field Changes, Miscellaneous
Section: Salary Adjustment Subject: Personal Data (P3-A) Field Change
D. Tab cursor to End.
E. Transmit.

F. You will see the TRANSACTION COMPLETE message
displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 09/20/01



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.1 Page 3 of 3

Field Changes, Miscellaneous
Section: Salary Adjustment Subject: Personal Data (P3-A) Field Change

EXHIBIT I. Field Change: Personal Data (P-3A) Screen

PSE091,225620702 P3A FIELD CHANGE
149 PER129PDB (0920/2001 14:26:30
Agency Position
Soc-Sec/ID Trans-Efft-Date

Sex / Race
Veteran/Military
Birthdate
Handicap-Code
Prior-St-Service.... 000
RT 2,BOX 18 Alien-Code.............C
Nationality
GATE CITY Fac-Sal-Avg
Appt-Org-Unit 000000
ZIP-Code / ZIP+4.... 24251 0000 Tenure-Contract..... .0
Residence Locality.. 169 Contract-Expire...... 00
State-Phone 8047759101 Degree-Code
Personal Title MR Degree-Inst-Code.... 000000
New-Soc-Sec-Num... 222222222 Higher Education..... 00

000002 Screen Call-Up Complete - Proceed

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 09/20/01




PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.2 Page 1 of 3
Field Changes, Miscellaneous
Section: Salary Adjustments Subject: Faculty Field Change
l. TRANSACTION NUMBER TRANSACTION TITLE
PSEO083 Faculty Field Change
1. FUNCTION/DESCRIPTION:

A. This transaction lets you change a faculty employee's PMIS
record, by changing any data item on the Faculty Field Change
Screen.

B. Use the STATE-SAL, NON-STATE-SAL, and SPECIAL RATE
data fields only to correct data input errors made on an
employee's salary.

If you want to make salary adjustments that do not involve
correcting data input errors, use the PSE205 Faculty Salary
Adjustment transaction.

C. This transaction may be used to transfer a faculty employee
from one agency to another.

D. This transaction must be authorized by appropriate persons in
accordance with agency policy.

M. USERS:

All State agencies with data entry terminals may use this transaction.

The Department of Human Resource Management enters information

for State agencies without data entry terminals.

V. PROCEDURE:
A. Enter Transaction code:
PSEO83,NNNNNNNNN
Or PSEO083,E
Where NNNNNNNNN = social security number
And E = employee ID number (length varies)
Commonwealth of Virginia Issued: 08/08/86

Department of Human Resource Management Revised: 06/15/01




PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.2 Page 2 of 3
Field Changes, Miscellaneous
Section: Salary Adjustments Subject: Faculty Field Change
B. Transmit.

You will see the Faculty Field Change Screen displayed with
mandatory input fields designated by asterisks. Refer to Exhibit
l.

C. Enter appropriate data items. For valid code values, refer to
the Code Tables (PMIS User’s Manual, Volume 1).

1. If the ORP Indicator is changed to Y', you must enter Prior
and Current Service data, in months, as of the Transaction
Effective Date.

2. If the ORP Indicator is already 'Y', and you wish to change
data in either the Prior or Current Service field, you must
enter data into both the Prior and Current Service fields.

NOTE: When the ORP Indicator is 'N', the ORP Total Service
field will not be displayed and you cannot enter data into the Prior
Service field.

NOTE: If the ORP Indicator is 'Y’, you cannot enter data into the
Anniv-Num, Next-Ann-Date, or Total Service fields.

D. Tab cursor to End.
E. Transmit.

You will see the TRANSACTION COMPLETE message
displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01




PMIS user's manuAL

Chapter:

EMPLOYEE TRANSACTIONS

Number: 3-11.2 Page 30f3

Field Changes, Miscellaneous
Section: Salary Adjustments

Subject: Faculty Field Change

EXHIBIT I. Faculty Field Change Screen

PSE083

228366109/247651

New-Agency

Role-Code 61284
Employee-Months.... 12.00
Employee-Percent... 100.00
Employee-Status
Pay-Schedule

State-Salary 043198.00
Non-State-Salary..... 000000.00
Special-Rate............ 000000.00
Opt Retirement Ind... N

Optional Data

Agency-Note

FACULTY FIELD CHANGE

07/20/2000 11:06:44
Position
Trans-Efft-Date..., ******

New-Position....... .... 00042
State-Phone 7574915142
Pos Separate Date.. 000000
Appt-Expire-Date... 000000
Employee-Duration. P
Appt-Org-Unit 000000
Tenure-Contract.... 0
Contract-Expire..... 00
Fac-Sal-Avg
ORP Prior/Curr Serv

000002 Screen Call-Un Comnlete - Proceed

Commonwealth of Virginia

Department of Human Resource Management

Issued:
Revised:

08/08/86
06/15/01



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.3 Page 1 of 3
Field Changes, Miscellaneous
Section: Salary Adjustments Subject: Agency Non-Routine
l. TRANSACTION NUMBER TRANSACTION TITLE
PSE211 Agency Non-Routine

Il. FUNCTION/DESCRIPTION:

A. This transaction lets you update salary information in the PMIS
record of an employee receiving a special rate or non-state
salary.

B. Approval Authority:

1. Agencies with conditional approval authority from DHRM
must have this transaction authorized by appropriate
persons within the agencies in accordance with
applicable policies.

2. All other agencies must have this transaction authorized
by the Compensation Management section in DHRM
before entry by DHRM.

M. USERS:

Agencies with conditional approval authority from DHRM may use this
transaction. The use of this transaction is restricted to the Department
of Human Resource Management for all other agencies.

V. PROCEDURE:
A. Enter transaction code:

PSE211,NNNNNNNNN
Or PSEZ211,EEEEEE

Where NNNNNNNNN = social security number
And EEEEEE = employee ID number

B. Transmit.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01




PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.3 Page 2 of 3

Field Changes, Miscellaneous
Section: Salary Adjustments Subject: Agency Non-Routine

You will see the Agency Non-routine screen displayed with
mandatory input fields designated by asterisks. See Exhibit 1.

C. Enter required data items. For valid code values, refer to the
Code Tables (PMIS User’s Manual, Volume ).

D. Tab cursor to End.
E. Transmit.
F. You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.3 Page 3 of 3

Field Changes, Miscellaneous
Section: Salary Adjustments Subject: Agency Non-Routine

EXHIBIT I. Agency Non-Routine Screen

PSE211
PER129PDB 05/26/2001 13:32:58
AGENCY NON-ROUTINE

Agency: 123 Dept of Military Affairs
Position: 00042
ID:248975  Soc-Sec: 123-45-6789 Munster, Lily
Role Code: 61284 Bldgs and Grounds Supt B

Trans-Efft-Date; **+*
Non-State Salary: 000000.00
Employee Status: F

Employee Duration: P
Employee Months: 12.00
Employee Percent: 100.00
Appt Expire Date: 000000
Pos Separation Date: 000000
Probation Expire Date: 000000
Agency Note:

Xmit;

000002 Screen Call-Up Complete -- Proceed

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01




PMIS user's manuAL

Chapter:

EMPLOYEE TRANSACTIONS | Number: 3-11.4 Page 1of3

Field Changes, Miscellaneous

Section: Salary Adjustment Subject: Faculty Salary Adjustments

varies)

TRANSACTION NUMBER TRANSACTION TITLE

PSE205 Faculty Salary Adjustment

FUNCTION/DESCRIPTION:

A.

This transaction lets you change a faculty employee’s PMIS
record to reflect the salary as stated in the employee's contract.
It also lets you record appropriate salary adjustments (i.e.,
special grant) that occur during the contract period.

This transaction cannot be used to correct data input errors.
Use PSE083 FACULTY FIELD CHANGE transaction to correct
these errors.

This transaction must be authorized by appropriate persons in
accordance with applicable policies.

USERS:

All State agencies that have faculty employees and data entry terminals
may use this transaction. The Department of Human Resource
Management enters information for those agencies that have faculty
employees, but do not have data entry terminals.

PROCEDURE:

A.

Enter transaction code:

PSE205,NNNNNNNNN
Or PSE205,E

Where NNNNNNNNN = social security number
And E = employee ID number (length
Transmit.

You will see the Faculty Salary Adjustment Screen displayed
with mandatory input fields designated by asterisks.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01




PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS |Number: 3-11.4 Page 2 of 3
Field Changes, Miscellaneous
Section: Salary Adjustment Subject: Faculty Salary Adjustments
C. Enter required data items.
D. Tab cursor to End.
E. Transmit.

F. You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is

accepted.

Commonwealth of Virginia
Department of Human Resource Management

Issued: 08/08/86
Revised: 06/15/01



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS |Number: 3-11.4 Page 3 of 3

Field Changes, Miscellaneous
Section: Salary Adjustment Subject: Faculty Salary Adjustments

EXHIBIT I. Faculty Salary Adjustment Screen

PSEZ205: FACULTY SALARY ADJUSTMENT
05/29/2001 13:50:08
Position

111111111/222222  Trans-Efft-Date

State-Salary 31313.13
Non-State-Salary....
Special-Rate

Agency-Note

000002 Screen Call-Up Complete -- Proceed

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01




PMIS user's manuaL

Chapter: EMPLOYEE TRANSACTIONS INumber. 3-11.5 FI’age 1of3
Field Changes, Miscellaneous
Section: Salary Adjustments ubject: Non-Routine Adjustments
l. TRANSACTION NUMBER TRANSACTION TITLE
PSE201 Non-Routine Adjustment

Il. FUNCTION/DESCRIPTION:

A. This transaction lets you change the PMIS record for a classified
or faculty employee when that change is not covered by other
specific employee transactions.

B. This transaction is required for the following actions:
1. Change in employee status; full-time to part-time and vice
versa.
2. Correction to incentive pay increase date.
3. Salary action for a gubernatorial appointee.

C. The P-3 requesting the PSE201 NON-ROUTINE ADJUSTMENT
transaction must be forwarded to the Department of Human
Resource Management.

D. This transaction must be authorized by appropriate persons in
accordance with applicable policies.

III. USERS:

The use of this transaction is restricted to the Department of Human
Resource Management.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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Chapter: EMPLOYEE TRANSACTIONS INumber. 3-11.5 FI’age 2 0f 3
Field Changes, Miscellaneous
Section: Salary Adjustments ubject: Non-Routine Adjustments

IV. PROCEDURE:

A. Enter the Transaction Code:
PSE201,AAA,PPPPP
Where AAA is the agency code and PPPPP is the position
number.

B. Transmit.

C. You will see the Non-routine Adjustment screen displayed. See
Exhibit I. Mandatory data items are designated by asterisks.

D. Enter appropriate data items.

E. Tab cursor to end.

F. Transmit.

G. You will see the Transaction Complete message displayed when
all data items are correct and the transaction has been accepted.

Commonwealth of Virginia Issued: 08/08/86

Department of Human Resource Management Revised: 06/15/01



PMIS user's manuaL

Chapter: EMPLOYEE TRANSACTIONS INumber. 3-11.5 FI’age 30f3
Field Changes, Miscellaneous
Section: Salary Adjustments ubject: Non-Routine Adjustments
EXHIBIT I. Non-Routine Adjustment Screen

PSE201,229644199 NON-ROUTINE
PER129PDB 06/05/2001 14:08:27
Position

State-Salary

Non-State-Salary....

Special-Rate Prob-Expire-Date....
Empl-Percent-Time... 100.00 Appt-Expire-Date....
Empl-Months Empl-MS-Status
Empl-Status Salary-Override
Empl-Duration Percent-Override....

Pay-Schedule

NNNNND CAavann Nall 1 Th P Aananlata

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01




PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.6 Page 1 of 3
Field Changes, Miscellaneous
Section: Salary Adjustments Subject: Recall
l. TRANSACTION NUMBER TRANSACTION TITLE
PSEO051 Recall

Il. FUNCTION/DESCRIPTION:

A. In accordance with the Layoff Policy, this transaction returns a
classified employee who has been:

demoted in lieu of layoff or
placed on leave without pay/layoff (organizational)

to a position in the role held prior to the demotion or leave.

B. This transaction can only be used by the agency or parent
organization which initiated the demotion in lieu of layoff or leave
without pay/layoff.

C. This transaction will transfer a person within the previous

employing agency or its parent organization or from a different
agency. No transfer out/transfer in transactions are required.

D. This transaction will remove an employee's name from the
Recall/ Rehire List.

Il USERS
All State agencies with data entry terminals may use these
transactions. The Department of Human Resource Management
enters information for those agencies without data entry terminals.
V. PROCEDURES:

A. Enter transaction code:

PSEO051,NNNNNNNNN
Or PSEO51,E

Where NNNNNNNNN is the social security number
And E is the employee ID number (length varies)

Commonwealth of Virginia Issued: 01/22/82
Department of Human Resource Management Revised: 06/15/01




PMIS user's manuAL

Chapter:

EMPLOYEE TRANSACTIONS | Number: 3-11.6 Page 20f3

Section:

Field Changes, Miscellaneous
Salary Adjustments Subject: Recall

Transmit.

You will see the Recall Screen displayed with mandatory input
fields designated by asterisks. (See Exhibit1.)

Enter required data. For valid code values, refer to the Code
Tables (PMIS User’'s Manual, Volume 1).

Note: Salary must always be entered manually.

Tab cursor to End.

Transmit.

You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 01/22/82
Department of Human Resource Management Revised: 06/15/01
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Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.6 Page 3 of 3

Field Changes, Miscellaneous
Section: Salary Adjustments Subject: Recall

EXHIBIT I. Recall Screen

PSE051,098765432 RECALL

New Agency New Position
Role Code State Phone 8042252296

Appt-Expire-Date.... ******
Status Duration

Pay Schedule MS-Status
Comp Leave
State-Salary Rk Percent Increase.... ¥+

Optional Data

000002 Screen Call-up Complete - Proceed

Commonwealth of Virginia Issued: 01/22/82
Department of Human Resource Management Revised: 06/15/01




PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.7 Page 1 of 3
Field Changes, Miscellaneous
Section: Salary Adjustment Subject: Terminate Recall Rights
l. TRANSACTION NUMBER TRANSACTION TITLE
PSEQ052 Terminate Recall Rights

Il. FUNCTION/DESCRIPTION:

A. In accordance with the Layoff Policy, this transaction is used to
terminate an active employee's recall right to the classification
held prior to demotion in lieu of layoff or leave without pay/layoff.

B. In order to effect this transaction, the employee must have been
demoted in lieu of layoff or rehired from a leave without
pay/layoff into a grade level lower than occupied prior to the
leave. This transaction may only be used by the agency or
parent organization which initiated the demotion in lieu of layoff

or leave without pay/layoff.

C. This transaction does not effect the employee's current status. It
removes the employee's name from the Recall/Rehire List.

D. This transaction must be authorized by appropriate personnel in
accordance with the Layoff Policy.

M. USERS
All State agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information
for State agencies without data entry terminals.

V. PROCEDURE:

A. Enter transaction code:

PSEO52,NNNNNNNNN
Or PSEO052, E

Where NNNNNNNNN = social security number
And E = employee ID number (length varies)

B. Transmit.

Commonwealth of Virginia Issued: 01/22/82
Department of Human Resource Management Revised: 06/15/01
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Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.7 Page 2 of 3

Field Changes, Miscellaneous
Section: Salary Adjustment Subject: Terminate Recall Rights

You will see the Terminate Recall Rights Screen displayed with
mandatory input fields designated by asterisks. (See EXHIBIT I.)

C. Enter required data.

D. Tab cursor to End.

E. Transmit.

F. You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 01/22/82
Department of Human Resource Management Revised: 06/15/01
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Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.7 Page 3 of 3

Field Changes, Miscellaneous
Section: Salary Adjustment Subject: Terminate Recall Rights

EXHIBIT I. Terminate Recall Rights Screen

PSE052,123456 TERMINATE RECALL RIGHTS
05/26/2001 10:20:30
123456

Kkkkkk

Originating Agency
Originating Position..., *¥***

Class-Code Kekkkk

Commonwealth of Virginia Issued: 01/22/82
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PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.8 Page 1 of 3

Field Changes, Miscellaneous
Section: Salary Adjustments Subject: Field Change: Classified/Faculty

l. TRANSACTION NUMBER TRANSACTION TITLE

PSEQ090 Field Change: Classified/Faculty

Il. FUNCTION/DESCRIPTION:

A. When employee data (P-3 or P-3A) for a classified or faculty
employee must be changed, and the change is not covered by a
specific employee transaction, this transaction changes the
employee's record on the Personnel Management Information
System data base.

B. Agency should request this transaction when P-3 data must be
corrected, and when P-3A data must be modified in conjunction
with P-3 data.

C. This transaction must be authorized by appropriate persons in
the agency.

Il USERS:

The use of this transaction is restricted to the Department of Human
Resource Management.

V. PROCEDURE:

A. Enter Transaction Code:
PSE090,SSN
Or PSE090, EID
where SSN = Social Security Number
and ED = employee ID number (length varies)
B. Transmit.
C. You will see the Field Change screen displayed with mandatory

input fields designated by asterisks. Refer to Exhibit I.

Commonwealth of Virginia Issued: 08/08/86
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Chapter: EMPLOYEE TRANSACTIONS | Number: 3-11.8 Page 2 of 3
Field Changes, Miscellaneous
Section: Salary Adjustments Subject: Field Change: Classified/Faculty
D. Enter appropriate data items. For valid code values, refer to

the Code Tables (PMIS User’'s Manual, Volume 1).
E. Tab cursor to End.
F. Transmit.

You will see the TRANSACTION COMPLETE message
displayed when all data items are valid and the transaction is
accepted.
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EXHIBIT I. Field Change Screen

PSE090 FIELD CHANGE

05/23/2001 11:09:49
Position

111111111/222222 Trans-Efft-Date

State-Salary 045,650.00 Next-Lv-Ann-Date... 120101 Last-Anniv-Num.. 20
Non-State-Sal... 000,000.00 Leave-Efft-Date 000000 Leave-Code
Special-Rate 000,000.00 Leave-Retn-Date.... 000000 IPP Probation...
Percent-Time.. ..100.00% IPP Elig Date 120195 PIType...cccov venn...
Months 12.00 Regr-Efft-Date 000000 Regrade-Type....
Status F Sal-Review-Date.... 000000 Regrade-Steps...
Duration P Appt-Expire-Date... 000000 Regr-Disapprov..
Pay-Schedule... 24 Reallocation-Due... 000000 Regr-Percent....
MS-Status Probation-Expire... 000000 Pos-Fill-Rsn.... .....
New-Soc-Sec....111111111 Last-Sal-Change....011695 Prev-Agency
Role-Code 22222 Reinstate-Date..... 000000 Prev-Positn
New-Agency 129 Position-Begin..... 011695 Salary-Ovrride..
New-Position.... 11111 Position-Separate.000000 Percnt-Ovrride..
State-Begin 120171 State-Separate..... 000000 Role-Beg-Date
IPP Action Date.... 000000
Agency_ N Ote . F|e|d Change************************************

kkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkx

End...

000002 Screen Call-Up Complete -- Proceed

NOTE: Sample data has been included in the required data fields. On an
actual screen display, asterisks (*) will reflect required data items. All
other data are completed as appropriate.
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l. TRANSACTION NUMBER TRANSACTION TITLE
PSE231 Retroactive Adjustment

Il. FUNCTION/DESCRIPTION:

A. This transaction lets you correct any data item on the P-3 and
the Role and State Begin dates on the P-3A when the effective
date of the change is earlier than the current date.

B. This transaction does not effect changes in the employee history
file.
C. Use this transaction when P-3 data must be corrected

retroactively, and when P-3A data must be modified in
conjunction with P-3 data.

D. This transaction must be authorized by the appropriate people in
the agency in accordance with applicable policies.

M. USER:

The use of this transaction is restricted to the Department of Human
Resource Management.

V. PROCEDURE:
A. Enter Transaction Code:

PSE231,SSN
Or  PSE231,EID (length varies)

where SSN = Social Security Number
and EID = Employee ID Number

Commonwealth of Virginia Issued: 09/10/86
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Section: Salary Adjustments

Subject: Retroactive Adjustment

B. Transmit. You will see the Retroactive Adjustment screen
displayed, with mandatory input fields designated by asterisks.

Refer to Exhibit I.

C. Enter appropriate data items. For valid code values, refer to the
Code Tables (PMIS User’'s Manual, Volume ).

D. Tab cursor to End.

E. Transmit.

You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is

accepted.

Commonwealth of Virginia
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Exhibit I. Retroactive Adjustment Screen

PSE231 RETROACTIVE ADJUSTMENT

05/23/2001 11:10:29
Position 11111
Trans-Efft-Date..... 042301

State-Salary 046,650.00 Next-Lv-Ann-Date... 120101 Last-Anniv-Num.. 20

Non-State-Sal 000,000.00 Leave-Efft-Date....... 000000 Leave-Code
Special-Rate 000,000.00 Leave-Retn-Date..... 000000 IPP Probation
Percent-Time 100.00% IPP Elig Date 120195 PHType...........

Regr-Efft-Date 000000 Regrade-Type....
Sal-Review-Date 000000 Regrade-Steps...
Duration Appt-Expire-Date 000000 Regr-Disapprov..

Pay-Schedule 24 Reallocation-Due..... 000000 Regr-Percent....

MS-Status Probation-Expire 000000 Pos-Fill-Rsn
New-Soc-Sec 111111111 Last-Sal-Change 011695 Prev-Agency
Role-Code 71132 Reinstate-Date 000000 Prev-Positn

New-Agency Position-Begin 011695 Salary-Ovrride..
New-Position 11111 Position-Separate.... 000000 Percnt-Ovrride..

State-Begin 120171 State-Separate 000000 Role-Beg-Date

Agency-Note... Retroactive Adjustmentr** itttk
kkkkkkkkkkhkkkkkhkkkhkkkhkkkhkkhkhkkkhkkkhkkhkkkhkkhkhkkkhkkkhkkkkx

End...

000002 Screen Call-Up Complete -- Proceed

NOTE: Sample data has been included in the required data fields. On an
actual screen display, asterisks (*) will reflect required data items. All
other data fields are completed as appropriate.

... 011695
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TRANSACTION NUMBER TRANSACTION TITLE

PSE314 Update Leave Anniversary Date
and Separation Date
FUNCTION/DESCRIPTION:

A. This transaction lets you change the following for separated
classified or faculty employees:

State Separation Date,
Next Leave Anniversary Date,
Last Anniversary Number.

B. This transaction must be authorized by the appropriate people in
the agency in accordance with applicable policies.
USERS:

This transaction is restricted to the Department of Human Resource
Management.

REQUIRED DATA ITEMS:
Social Security Number or Employee ID Number

Also required are the data items that should be changed.
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l. TRANSACTION NUMBER TRANSACTION TITLE
PSE089 Employee Re-establish

Il. FUNCTION/DESCRIPTION:

A. This transaction is used when an employee record has been
removed from the PMIS database and now needs to be re-
established.

B. This transaction must be authorized by appropriate persons in

accordance with applicable policies.
M. USERS:
All State agencies may use this transaction.
V. PROCEDURE:
A. Enter Transaction code:

PSE089,SSN
Or PSEO89,EID

where SSN = Social Security Number
and EID = employee ID number (length varies)

B. Transmit.

You will see the P3 Field Change Screen displayed, with
mandatory input fields designated by asterisks. Refer to Exhibit
l.

Commonwealth of Virginia Issued: 06/18/96
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C. Enter appropriate data items. For valid code values, refer to
the Code Tables (PMIS User’s Manual, Volume 1).

NOTE: For faculty, if the ORP Indicator is 'Y', you cannot enter
data into the Anniv-Num and Next-Ann-Date fields.

D. Tab cursor to end.

E. Transmit.

You will see the TRANSACTION COMPLETE message
displayed when all data items are valid and the transaction is

accepted.
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EXHIBIT I. P3 Field Change Screen

PSE089

State-Salary 029,957.00
Non-State-Sal... 000,000.00
Special-Rate 000,000.00
Percent-Time.... 100.00%
Months

Status

Duration

Pay-Schedule.... 24
MS-Status

New-Soc-Sec.... 121212121
Role-Code 22222
New-Agency 129
New-Position.... 11111
State-Begin 082685

P3 FIELD CHANGE

Next-Lv-Ann-Date.090195

Leave-Efft-Date.... 000000

Leave-Retn-Date.. 000000

Pl Elig Date 112501
Regr-Efft-Date 000000

Sal-Review-Date... 000000
Appt-Expire-Date... 000000
Reallocation-Due... 000000
Probation-Expire... 000000
Last-Sal-Change... 120193
Reinstate -Date 000000
Position-Begin 031693
Position-Separate.. 000000
State-Separate 000000

051801

Last-Anniv-Num.. 05
Leave-Code
Probation...

Regrade-Type....
Regrade-Steps...
Regr-Disapprov..
Regr-Percent....
Pos-Fill-Rsn.... 3
Prev-Agency
Prev-Positn..... 08225
Salary-Ovrride..
Percnt-Ovrride..
Role-Beg-Date.. 031693

Agency-Note... EMPLOYEE REESTABLISH#ssimiiisrrrerttttttts

kkkkkkkkkkkkkkkkkkkkkhkkhkkkhkhkkkkkkkkhkkkkkkkkkkkkkkx

End...

000002 Screen Call-Up

NOTE:

Complete -- Proceed

Sample data has been included in the required data fields. On an

actual screen display, asterisks (*) will reflect required data items. All
other data fields are completed as appropriate.
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l. TRANSACTION NUMBER TRANSACTION TITLE
PSE216 Agency Acting Pay

1. FUNCTION/DESCRIPTION:

A. This transaction lets you establish and maintain acting pay salary for
an employee. This transaction also lets you extend the appointment
expiration date.

B. Use this transaction when acting pay is entered as a special rate,
that is, state salary does not change. If state salary will change, use
PSEQ065 (In-Band Adjustment).

M. USERS:

All state agencies with data entry terminals may use this transaction.

The Department of Human Resource Management enters information

for State agencies without data entry terminals.

V. PROCEDURE:

A. Enter Transaction Code:

PSE216,NNNNNNNNN
Or PSE216,E

Where NNNNNNNNN = social security number
And E = employee ID number (length varies)

B. Transmit.
You will see the Agency Acting Pay Screen displayed, with
mandatory input fields designated by asterisks. Refer to Exhibit
l.

C. Enter appropriate data items.

D. Tab cursor to End.

E. Transmit.

Commonwealth of Virginia Issued: 06/18/96
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You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is

accepted.
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EXHIBIT I. Agency Acting Pay Screen

PSE216,123456789

06/11/2001 15:28:10
AGENCY ACTING PAY

Dept of Military Affairs
00076  Security Officer Supervisor
123456789/654321 Munster, Herman

*kkkkk

Acting Pay 034500.00
Employee Duration... P
Appt Expire Date 123100

Agency Note

NOTE: Sample data has been included in the required data fields. On an
actual screen display, asterisks (*) will reflect required data items. All
other data fields are completed as appropriate.
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l. TRANSACTION NUMBER TRANSACTION TITLE
PSE217 Agency Special Rate

Il. FUNCTION/DESCRIPTION:

A. This transaction lets you enter special rates for purposes other
than acting assignments (for example, Shift Differentials,
Competitive Supplements).

B. This transaction must be authorized by the appropriate persons
in accordance with the P-14 process.

C. The authorization number (assigned by the agency) located in

the upper right corner of the P-14 form is required to complete
this transaction.

M. USERS:
All state agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information
for State agencies without data entry terminals.

V. PROCEDURE:

A. Enter Transaction Code:

PSE217,NNNNNNNNN
Or PSE217,E

Where NNNNNNNNN = social security number
And E = employee ID number (length varies)

B. Transmit.

C. You will see the Agency Special Rate Call-Up Screen displayed
with mandatory input fields designated by asterisks. Refer to

Exhibit I.
D. Enter appropriate data items.
Commonwealth of Virginia Issued: 06/18/96
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E. Tab cursor to End.

F. Transmit.

You will see the TRANSACTION COMPLETE message
displayed when all data items are valid and the
transaction is accepted.
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EXHIBIT I. Agency Special Rate Call-Up Screen

PSE217
PER129PDB 06/06/2001 13:27:54

AGENCY SPECIAL RATE

Dept of Military Affairs

Admnstrtve Prgrm Spcialst Il
Soc-Sec/ID 260111847 /273684 JONES, LAROSE E
Trans-Efft-Date Fkekck

Special Rate............ 000000.00
Employee Duration... P

Appt Expire Date....
Authorization

Commonwealth of Virginia Issued: 06/18/96
Department of Human Resource Management Revised: 06/15/01
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TRANSACTION NUMBER TRANSACTION TITLE

PSE399 Employee Change to Exempt Role

FUNCTION/DESCRIPTION:

A.

This transaction lets you change a filled position to an exempt
role.

This transaction invokes PSP399 (Employee Change to Exempt
Role). The employee and position records will be updated.

This transaction must be authorized by appropriate persons in
accordance with applicable policies.

USERS:

All State agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information
for State agencies without data entry terminals.

PROCEDURE:

A.

Enter transaction code:

PSE399
Transmit.
You will see the Employee Change to Exempt Role data entry
screen displayed, with mandatory input fields designated by
asterisks. See Exhibit I.
Enter appropriate data items. For valid code values, refer to the
Code Table. (See PMIS User’'s Manual, Volume 1.)The following

data items are new:

Role Code

Commonwealth of Virginia Issued: 08/08/86
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SOC Code: Standard Occupational Classification Code
(Enter “0” (zero), followed by the old class code.)

D. Tab cursor to End.
E. Transmit.
F. You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.
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EXHIBIT I. Employee Change to Exempt Class

en Call-Up Complete - Pro

Commonwealth of Virginia
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l. TRANSACTION NUMBER TRANSACTION TITLE
PSE120 Suspension - Violation
Standards of Conduct
PSE121 Suspension - With Pay
PSE130 LWOP - Military
PSE131 LWOP - Il Health
PSE132 LWOP - Education
PSE133 LWOP - Home
Responsibilities
PSE134 LWOP - Other

Il. FUNCTION/DESCRIPTION:

A. The LWOP transactions let you place a classified or faculty
employee in an inactive status for a specified period of time.
They also indicate the reason for the inactive status.

B. The Suspension transactions let you place a classified (not
faculty) employee in an inactive status for a specified period of
time. They also indicate the reason for the inactive status.

C. These transactions also allow a replacement to occupy the em-
ployee's position for the period of leave without pay.

D. Agencies are notified of expiring leaves through the PSP505
Expiring Positions, Employee Appointments, Leaves and Reallo-
cations Report thirty (30) days prior to expiration. The
employee’'s name remains on the report until the leave is
extended, or employee is reinstated or separated.

E. Based on rules governing leaves without pay, PMIS calculates
the dollar value for annual and compensatory leave balances
and prints the values in the Agency Note section at the bottom of
the P-3.

F. The transactions must be authorized by appropriate persons in
accordance with applicable policies.

Commonwealth of Virginia Issued: 08/08/86
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M. USERS:

All State agencies with data entry terminals may use these trans-
actions. The Department of Human Resource Management enters
information for those agencies without data entry terminals.

V. PROCEDURES:

A. Enter appropriate transaction code:
SUSPENSION - VIOLATION STANDARDS OF CONDUCT PSE120
SUSPENSION - WITH PAY PSE121
LWOP -MILITARY PSE130
LWOP -ILL HEALTH PSE131
LWOP -EDUCATION PSE132
LWOP -HOME RESPONSIBILITIES PSE133
LWOP -OTHER PSE134

B. Transmit.

You will see the appropriate data entry displayed, with
mandatory input fields designated by asterisks.

C. Enter required data items.

Note that, for LWOP, the Return Date can be up to two years
from the effective date.

Enter the data items listed below as indicated for classified and

faculty employees.

1. Classified:

a. Annual Leave

If employee is eligible
and elects, according
to rules governing
leaves without pay, to
be paid for annual
leave balance, enter
the actual number of
hours accumulated.

Commonwealth of Virginia

Department of Human Resource Management
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Section: Leaves

Subject: Leave Without Pay, Suspension

b.

The hours entered
cannot exceed the
maximum allowed by
the rules governing
annual leave.

Compensatory Leave - If employee is eligible
and elects, according
to rules governing
leaves without pay, to
be paid for
compensatory leave
balance, enter the
actual number of
hours accumulated.

2. Faculty:

a.

b.

Annual Leave - 1According to each
agency's rules
governing payment of
leave balances for
faculty, enter the
actual number of
hours for which the
employee is eligible
to be paid. For those
agencies that do not
pay for leave
balances, do not
enter any information
in these fields.

Compensatory Leave -

D. Tab cursor to End.

E. Transmit.

Commonwealth of Virginia
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F. You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.

EXHIBIT I. Suspension/Leave Without Pay Screen

Each suspension and leave without pay transaction follows the screen
format below.

PSE130 LEAVE WITHOUT PAY - MILITARY

05/18/2001 10:06:37
Position
Trans-Efft-Date

Annual-Leave

Comp-Leave
Leave-Return-Date... 060102
Agency-Note

000002 Screen Call-Up Complete - Proceed

NOTE: Sample data has been included in the required data fields. On an

actual screen display, asterisks (*) will reflect required data items. All
other data fields are completed as appropriate.
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l. TRANSACTION NUMBER TRANSACTION TITLE
PSE127 Leave Without Pay - Layoff
(Temporary Work Force Reduction)
PSE128 Leave Without Pay — Layoff

(Organizational)

Il. FUNCTION/DESCRIPTION:

A. These transactions let you place a classified employee in an
inactive status for a limited period of time as a result of layoff.

A. The PSE127 LEAVE WITHOUT PAY - LAYOFF (TEMPORARY
WORK FORCES REDUCTION) transaction lets you remove an
employee from active service for a temporary workforce
reduction of less than four calendar months.

1. The employee may not remain in this status longer than
four calendar months.

2. Agencies are notified of expiring leaves through the
PSP505 Expiring Positions, Employee Appointments,
Leaves and Reallocations Report 30 days prior to
expiration. The leave period may not be extended.

B. The PSE128 LEAVE WITHOUT PAY - LAYOFF
(ORGANIZATIONAL) transaction lets you remove an employee
from active status in accordance with the Layoff Policy.

1. This transaction is used only when the employee is
entitled to recall rights in accordance with the Layoff
Policy.

2. The employee remains in this status for 12 months unless

precluded by rehire or separation.

3. This transaction allows a replacement to occupy the
employee's position.

Commonwealth of Virginia Issued: 01/22/82
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4. The employee's name and pertinent information will

appear on the next Recall/Rehire List.

5. If the employee has not returned to State service within
the leave period, the employee's name will appear on the
PSP505 Expiring Positions, Employee Appointments,
Leaves and Reallocations Report 30 days prior to the
expiration date.

a. The employee's leave cannot be extended. The
agency must initiate the PSE115 SEPARATED
LAYOFF LEAVE EXPIRED transaction to remove
the employee from State service in accordance
with the Layoff Policy.

b. The employee's name will also be removed from
the next Recall/Rehire List.

C. PMIS calculates the dollar value for annual and compensatory
leave balances in accordance with the rules governing leaves
without pay and prints the values in the Agency Note section at
the bottom of the P-3.

D. These transactions must be authorized by appropriate persons
in accordance with applicable policies.

M. USERS:
All State agencies with data entry terminals may use these
transactions. The Department of Human Resource Management
enters information for State agencies without data entry terminals.
V. PROCEDURE:

A. Enter transaction code:

LWOP - LAYOFF (TEMPORARY WORKFORCE REDUCTION) ~ PSE127

LWOP - LAYOFF (ORGANIZATIONAL) PSE128
B. Transmit.
Commonwealth of Virginia Issued: 01/22/82
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You will see the appropriate data entry screen displayed with

mandatory input fields designated by asterisks.

C. Enter required data items.

Note: Enter the data items listed below as indicated.

1. Annual Leave - If employee is eligible and
elects, according to rules
governing leaves without pay,
to be paid for annual leave
balance, enter the actual
number of hours accumulated.
The hours entered cannot
exceed the maximum allowed
by the rules governing annual
leave.

2. Compensatory Leave - If employee is eligible and
elects, according to rules
governing leaves without pay,
to be paid for compensatory
leave balance, enter the actual
number of hours accumulated.

D. Tab cursor to End.

E. Transmit.

F. You will see the TRANSACTION COMPLETE message
displayed when all data items are valid and the transaction is
accepted.
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EXHIBIT I. Leave Without Pay Layoff — Organizational Screen

Each leave without pay/layoff transaction follows the screen format below
with appropriate transaction title and number.

PSE128 LEAVE WITHOUT PAY (ORGANIZATIONAL)
05/18/2001 10:03:26
Agency Position

Soc-Sec/ID Trans-Efft-Date

Annual-Leave
Comp-Leave
Leave-Return-Date... 070101
Agency-Note

000002 Screen Call-Up Complete - Proceed

NOTE: Sample data has been included in the required data fields. On an
actual screen display, asterisks (*) will reflect required data items. All
other data fields are completed as appropriate.
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Subject: Educational/Accumulated Leave with Pay

TRANSACTION NUMBER TRANSACTION TITLE

PSEO030 Educational Leave With Pay
PSEO031 Accumulated Leave With Pay

FUNCTION/DESCRIPTION:

A.

These transactions let you place a classified or faculty employee
on accumulated leave (annual, compensatory, sick, workmen's
compensation) or educational leave with pay for a specified
period of time. These transactions also allow a replacement to
occupy the employee's position for the period of leave with pay.

These transactions also calculate the annual salary to be paid to
the employee while on leave. The salary computation is based
on employee's percent time and employee's annual salary as
recorded on the data base.

1. Employee percent time is the percentage of the total
annual salary the employee is to be paid while on leave.

2. The salary figure is printed in the State Salary column on
the P-3.

Based on rules governing leaves with pay, PMIS calculates the
dollar value for annual and compensatory leave balances. PMIS
prints the dollar values in the Agency Note section at the bottom
of the P-3.

Agencies are notified of expiring leaves through the PSP505
Expiring Positions, Employee Appointments, Leaves and Reallo-
cations Report thirty (30) days prior to expiration. The
employee’'s name remains on the report until the leave is
extended, or the employee is reinstated or separated.

This transaction must be authorized by appropriate persons in
accordance with applicable policies.
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Page 20f4

Section: Leave Subject: Educational/Accumulated Leave with Pay

V. USERS:

All State agencies with data entry terminals may use these trans-
actions. The Department of Human Resource Management enters
information for State agencies without data entry terminals.

V. PROCEDURE:

A. Enter transaction code:

EDUCATIONAL LEAVE WITH PAY PSE030
ACCUMULATED LEAVE WITH PAY PSEO31

B. Transmit.

You will see the data entry screen displayed, with mandatory

input fields designated by asterisks.

C. Enter appropriate data items as indicated below.

EDUCATIONAL LEAVE

1. Classified:

a. Annual Leave

If employee is eligible
and elects, according
to rules governing
leaves with pay, to be
paid for annual leave
balance, enter the
actual number of
hours accumulated.
The hours entered
cannot exceed the
maximum allowed by
the rules governing
annual leave.

Commonwealth of Virginia
Department of Human Resource Management

Issued: 08/08/86
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Page 30f4

Section:

Leave

Subject: Educational/Accumulated Leave with Pay

b. Compensatory Leave

2. Faculty:

a. Annual Leave

b. Compensatory Leave

If employee is eligible
and elects, according
to rules governing
leaves with pay, to be
paid for compensatory
leave balance, enter
the actual number of
hours accumulated.

According to each
agency's rules
governing payment of
leave balances for
faculty, enter the
actual number of
hours for which the
employee is eligible to
be paid. For those
agencies that do not
pay for leave
balances, do not enter
any information in
these data fields.

ACCUMULATED LEAVE - Classified and Faculty

Do not enter any information in the data fields for annual leave
and compensatory leave.

D. Tab cursor to End.

E. Transmit.

F. You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is

accepted.

Commonwealth of Virginia
Department of Human Resource Management

Issued: 08/08/86
Revised: 06/15/01



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-12.3 Page 4 of 4
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EXHIBIT I. Educational/Accumulated Leave with Pay Screen

PSEO030 EDUCATIONAL LEAVE WITH PAY

05/30/2001 10:07:31
Position
Trans-Efft-Date

Annual-Leave

Comp-Leave
Leave-Return-Date... 060193
Empl-Percent-Time... 050.00
Agency-Note

000002 Screen Call-Up Complete -- Proceed

NOTE: Sample data has been included in the required data fields. On an

actual screen display, asterisks (*) will reflect required data items. All
other data fields are completed as appropriate.

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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Section: Leave Subject: Leave Extension
l. TRANSACTION NUMBER TRANSACTION TITLE
PSE033 Leave Extension

Il. FUNCTION/DESCRIPTION:

A. This transaction lets you extend the original leave period of a
classified or faculty employee.

B. This transaction may be used to extend all types of leave except the
following:
leave without pay — layoff
leave without pay - suspension.

C. Based on rules governing the payment of annual and compensa-
tory leave balances when an employee goes on leave, PMIS
calculates the dollar value of the leave balances. PMIS prints
the dollar values in the Agency Note section at the bottom of the
P-3.

D. The effective date (Trans-Efft-Date) of this transaction is the date
the leave extension is to be effective. Generally, this will be the
original leave return date. On the agency's emailed P-3 the
original leave code and leave effective date are unchanged, but
the leave return date is the new date to which the leave is
extended. The leave extension effective date is the date entered
as the Trans-Efft-Date.

E. Agencies are notified of expiring leaves through the PSP505
Expiring Positions, Employee Appointments, Leaves and
Reallocations Report thirty (30) days prior to expiration. The
employee's name remains on the report until the leave is
extended, or employee is reinstated or separated.

F. This transaction must be authorized by appropriate persons in
accordance with applicable policies.

M. USERS:

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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Section: Leave

Subject: Leave Extension

All State agencies with data entry terminals may use this trans action.
The Department of Human Resource Management enters information
for State agencies without data entry terminals.

V. PROCEDURE:

A. Enter transaction code:
PSEO033,NNNNNNNNN
Or PSEO033,E
Where NNNNNNNNN = social security number
And E = employee ID number (length varies)
B. Transmit.
You will see the Leave Extension Screen displayed, with
mandatory input fields designated by asterisks.
C. Enter appropriate data items as indicated below.
EDUCATIONAL LEAVE WITH PAY/LEAVES WITHOUT PAY
1. Classified:

a. Annual Leave - If employee is eligible
and elects, according to
rules governing leaves
without pay, to be paid
for annual leave balance,
enter the actual number
of hours accumulated.
The hours entered
cannot exceed the
maximum allowed by the
rules governing annual
leave.

b. Compensatory Leave - If employee is eligible
and elects, according to
rules governing leaves

Commonwealth of Virginia Issued: 08/08/86
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without pay, to be paid
for compensatory leave
balance, enter the actual
number of hours
accumulated.

Commonwealth of Virginia Issued: 08/08/86
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2. Faculty:
a. Annual Leave - | According to each

agency's rules governing
payment of leave bal-
ances for faulty, enter the
actual number of hours
for which the employee is
eligible to be paid. For
those agencies that do
not pay for leave
balances, do not enter
any information in these
data fields.

b. Compensatory Leave -

ACCUMULATED LEAVE (WITH PAY) - Classified and Faculty

Do not enter any information in the data fields for annual leave
and compensatory leave.

D. Tab cursor to End.
E. Transmit.
F. You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 08/08/86
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Section: Leave Subject: Leave Extension

EXHIBIT I. Leave Extension Screen

PSE033 LEAVE EXTENSION

05/31/2001 10:08:11
Position
111111111/222222  Trans-Efft-Date

Annual-Leave

Comp-Leave
Leave-Return-Date... 061501
Agency-Note

000002 Screen Call-Up Complete - Proceed

NOTE: Sample data has been included in the required data fields. On an

actual screen display, asterisks (*) will reflect required data items. All
other data fields are completed as appropriate.

Commonwealth of Virginia Issued: 08/08/86
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Section: Leave

Subject: Mobility Leave

l. TRANSACTION NUMBER TRANSACTION TITLE

PSE032 Mobility Leave

Il. FUNCTION/DESCRIPTION:

A. This transaction lets you place a classified or faculty employee
on Mobility Leave. Mobility Leave is a leave category that lets
an employee remain in PMIS while working for the Federal
government or other non-State governmental agency. The
employee also retains rights to State employee benefits.

B. The agreement between the employee's agency and employing
entity may result in data base changes as follows:

1. State Salary must reflect the amount of State money paid
an employee through the State payroll system.

2. Non-State Salary must reflect the dollar amount paid an
employee through the State payroll system that is reim-
bursed by the employing entity.

3. Special Rate must reflect any special rate an employee is
paid.

4. Employee Percent Time must reflect the percentage of an
employee's total cost that the State is paying while
employee is on Mobility Leave. Percent time also
represents the full-time equivalent (F.T.E.) of an
employee for manpower reporting. In the following
example the State is paying for the individual's fringe
benefits:

Salary $10,000
Fringe Benefits 1,200
Total Cost $11,200
Percent Time/F.T.E. 1,200 =11%
$11,200
Commonwealth of Virginia Issued: 08/18/86
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Chapter: EMPLOYEE TRANSACTIONS |Number: 3-12.5 Page 2 of 3
Section: Leave Subject: Mobility Leave
C. This transaction must be authorized by appropriate persons in
the agency.
V. USERS:

The use of this transaction is restricted to the Department of Human
Resource Management.

V. PROCEDURE:
A. Enter Transaction Code:

PSE032,NNNNNNNNN
Or PSE032,E

where NNNNNNNNN = social security number
and E = employee ID number (length varies)

B. Transmit.

C. The Mobility Leave screen appears, with mandatory input fields
designated by asterisks. Refer to Exhibit I.

D. Enter appropriate data items. For valid code values, refer to the
Code Tables (PMIS User’'s Manual, Volume ).
E. Tab cursor to End.

F. Transmit.

You will see the TRANSACTION COMPLETE message
displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 08/18/86
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EXHIBIT I. Mobility Leave Screen

PSE032 MOBILITY LEAVE

05/31/2001 11:09:10
Position

111111111/222222 Trans-Efft-Date

State-Salary.. 045,650.00 Next-Lv-Ann-Date... 120101 Last-Anniv-Num.. 20
Non-State-Sal. 000,000.00 Leave-Efft-Date.... 071294 Leave-Code
Special-Rate.. 000,000.00 Leave-Retn-Date.... 080194 IPP Probation...
Percent-Time.. 100.00% IPP Elig Date 120195 PI-Type

Months 12.00 Regr-Efft-Date..... 000000 Regrade-Type....

Status Sal-Review-Date.... 000000 Regrade-Steps...

Duration P Appt-Expire-Date... 000000 Regr-Disapprov..
Pay-Schedule.. 24 Reallocation-Due... 000000 Regr-Percent....
MS-Status Probation-Expire... 000000 Pos-Fill-Rsn.... 3
New-Soc-Sec... 223725497 Last-Sal-Change.... 011695 Prev-Agency..... 129
Role-Code.... 71132  Reinstate-Date..... 000000 Prev-Positn..... 00000
New-Agency.... 129 Position-Begin..... 011695 Salary-Ovrride..
New-Position.. 11111  Position-Separate.. 000000 Percnt-Ovrride..
State-Begin... 120171 State-Separate..... 000000 Role-Beg-Date.. 011695

Ag en Cy_ N Ote M 0 b | I Ity Leave**********************************
kkkkkkkkkkkkkkkkkkhkkkkkkkkkkkkkkhkkkkkkkkkkkkkkkkkkx E n d

000002 Screen Call-Up Complete -- Proceed
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Section: Leaves

Subject: Employee Leave Balance Update

TRANSACTION NUMBER TRANSACTION TITLE

PSE315 Employee Leave Balance Update

FUNCTION/DESCRIPTION:

A.

This transaction lets you update the leave balances to be paid to
classified and faculty employees.

This transaction only updates leave balances that have been
entered into an employee's PMIS record because the employee
requested payment. It does not update normal leave data con-
tained in the Statewide Leave Accounting System (SLAS).

The leave balance data entered into PMIS for an employee pro-
vides the Department of Accounts, Payroll Section with verifica-
tion data on the amount of leave for which the employee has
requested payment.

The circumstances under which an employee may request leave
payments and the amount of payment are governed by state
policies.

This transaction can update leave balance data for any current
employee record, or any employee record on the PMIS history
file.

This transaction must be authorized by appropriate persons in
accordance with applicable policies.

USERS:

Use of this transaction is restricted to DHRM.

Commonwealth of Virginia Issued: 09/10/86
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Section: Leaves

Subject: Employee Leave Balance Update

V. PROCEDURE:

A. Display PSE305 (Active Employee — Current Display) or
PSE309 (Active Employee Transaction History Summary). Enter
Transaction Code:

PSEXXX,SSN
Or PSEXXX,EID
SSN = Social Security Number
EID = Employee ID Number
B. Transmit. You will see the appropriate display.
C. Enter Transaction Code:
PSE315

C. You will see the Employee Leave Balance Update screen. Refer
to Exhibit 1.

D. Enter appropriate data items.

E. Tab cursor to Xmit.

F. Transmit.

You will see the TRANSACTION COMPLETE message
displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 09/10/86
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Section: Leaves Subject: Employee Leave Balance Update

Exhibit I. Employee Leave Balance Update Screen

PSE315,2288888888 EMPLOYEE LEAVE BALANCE UPDATE
06/06/2001 15:21:53
ID: 226130  Name: SMITH, JEFFREY L

Annual Hours: 000.00 Comp Hours: 000.00 Sick Leave: 0000.00
Annual Amount: 00000.00  Comp Amount: 00000.00  Sick Amount: 00000.00

Xmit:

Agency: 123
Class: 79092
Last Anniversary Number: 05
Employee Months: 12.00
Employee Percent: 100.00
State Salary: 023361.00
Non-State Salary: 000000.00
Special Rate: 000000.00
Trans Efft Date: 12/25/2000
State Begin Date: 10/04/1993

000002 Screen Call-Up Complete -- Proceed

Commonwealth of Virginia Issued: 09/10/86
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Leave Without Pay -
Section: Leaves Subject: Family and Medical Leave
. TRANSACTION NUMBER TRANSACTION TITLE
PSE135 Leave Without Pay -

Family and Medical Leave

FUNCTION/DESCRIPTION:

A. This transaction lets you place a classified employee on unpaid
Family and Medical Leave.

B. PMIS will make the initial determination that the employee's
service meets the 12- month eligibility requirement.

C. The application and use of this transaction is based on the
Family and Medical Leave policy (4.20).

D. Employees placed on leave with this transaction will have a
leave code of "9" in the Leave code field on the Employee
Display, PSE305.

USERS:

All state agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information
for those agencies without data entry terminals.

V. PROCEDURE:
A. Enter the Transaction Code:
PSE135

B. Transmit.
You will see the Family and Medical Leave Screen displayed
with mandatory input fields designated by asterisks. See Exhibit
l.

C. Enter required data items.

Commonwealth of Virginia Issued: 08/08/86
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Leave Without Pay -
Section: Leaves Subject: Family and Medical Leave
D. Tab cursor to End.
E. Transmit.

You will see the "Transaction Complete” message displayed
when all data items are valid and the transaction is accepted.

EXHIBIT I. LWOP — Family and Medical Leave Screen

PSE135 LWOP - FAMILY AND MEDICAL LEAVE
05/12/2001 11:42:26

Position
087654321/123456  Trans-Efft-Date

Annual-Leave
Comp-Leave
Leave-Return-Date... ******
Agency-Note

000002 Screen Call-Up Complete - Proceed
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Section:

Leaves Jubject: VSDP Update

TRANSACTION NUMBER TRANSACTION TITLE

PSE088 VSDP Update
FUNCTION/DESCRIPTION:
This transaction is used to correct errors related to VSDP. (Originally, it

was used when the Virginia Sickness and Disability Program (VSDP)
was first introduced, to enroll then-current eligible employees).

USERS:

All State agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information for
State agencies without data entry terminals.

PROCEDURE:

A. Enter transaction code:

PSEO88,NNNNNNNNN
Or PSEO088,E

where NNNNNNNNN = Social Security Number
and E = employee ID number (length varies)

B. Transmit.

You will see the VSDP Update Screen displayed with mandatory
input fields designated by asterisks. Refer to Exhibit I.

C. Enter appropriate data items.
D. Tab cursor to end.

E. Transmit.

Commonwealth of Virginia Issued: 02/01/99
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You will see the TRANSACTION COMPLETE message
displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 02/01/99
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Section: Leaves Jubject: VSDP Update

EXHIBIT 1. VSDP Update Screen

PSE088,121212121 VSDP UPDATE

NOTE:

06/04/2001 09:28:06

Agency: 123 Department of Military Affairs
Position: 000008 Fiscal Assistant
Soc-Sec: 121212121 MUNSTER, LILY
ID: 288901
VSDP (Y/N): Y
VSDP Service Date: 022599
Xmit:

VSDP SERVICE DATE

The date entered should be the “Human Resource Department Certification
VSDP State Service Months as of” date from the VRS form “1999 Open
Enroliment for Commonwealth of Virginia Sickness and Disability Program

fAar Ctatn Crmnlavnnes” /OO0V/CND1)

Sample data has been included in the required data fields. On an actual screen
display, asterisks (*) will reflect required data items. All other data fields are

completed as appropriate.

Commonwealth of Virginia
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VSDP Disability Leave: Short-term
Section: Leaves Jubject: (No Worker's Compensation)

l.  TRANSACTION NUMBER TRANSACTION TITLE

PSE034 VSDP Short-Term Disability Leave
(No Worker’'s Compensation)

Il. FUNCTION:
This transaction is used to place a VSDP participant who is not
receiving worker’'s compensation on short-term disability leave.

. DESCRIPTION:

A. This transaction is used to place a VSDP participant who is not
receiving worker's compensation on short-term disability leave.

B. This transaction should be used only after receiving approval
from the VSDP.

C. This transaction has no effect on the employee’s health benefits
(BES) record.

IV. USERS:
All State agencies with data entry terminals may use this transaction.

The Department of Human Resource Management enters information for
State agencies without data entry terminals.

V. PROCEDURE:
A. Enter transaction code:
PSE034,NNNNNNNNN
Or PSEO034,E
where NNNNNNNNN = Social Security Number
and E = employee ID number (length varies)
Commonwealth of Virginia Issued: 02/01/99
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VSDP Disability Leave: Short-term
Section: Leaves Jubject: (No Worker's Compensation)

B. Depress TRANSMIT Key.

The VSDP Short Term Disability (No Workers Compensation)
Screen returns with mandatory input fields designated by
asterisks. Refer to Exhibit I.

C. Enter appropriate data items.

In the “Trans-Efft-Date” field, enter the first “Effect Date of Rate
of Pay” from the VSDP Action Report.

If no data is entered in the Agency-Note field, PMIS will
automatically enter “VSDP Short Term Disability (No Workers
Comp)”.

D. Tab cursor to end.
E. Depress the TRANSMIT key.
The TRANSACTION COMPLETE message appears on the

screen when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 02/01/99
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VSDP Disability Leave: Short-term
Section: Leaves Jubject: (No Worker's Compensation)

EXHIBIT 1. SHORT-TERM DISABILITY (NO WORKER'S COMPENSATION)
SCREEN

PSE034,121212121 VSDP SHORT TERM DISABILITY (NO WORKERS COMP)
05/18/2001 13:01:04
Position
Trans-Efft-Date

Trans-Efft-Date: Refer to the
"VSDP Action Report" for first
"Effective Date of Rate of Pay"

VSDP Short Term Disability (No Workers Comp)

0000001 >>>>>>>>>>>>>>>TRANSACTION COMPLETE<<<<<<<< £LLLLLLLLLLLLL

NOTE: Sample data has been included in the required data fields. On an actual screen
display, asterisks (*) will reflect required data items. All other data fields are
completed as appropriate.
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VSDP Disability Leave: Short-term
Subject: (With Worker's Compensation)

Section: Leaves

l.  TRANSACTION NUMBER TRANSACTION TITLE

PSEO035 VSDP Short-Term Disability Leave
(With Worker's Compensation)

II. FUNCTION:

This transaction is used to place a VSDP participant who is receiving
worker’'s compensation on short-term disability leave.

III. DESCRIPTION:

A. This transaction is used to place a VSDP participant who is
receiving worker’'s compensation on short-term disability leave.

B. This transaction should be used only after receiving approval
from the VSDP.
C. This transaction has no effect on the employee’s health benefits

(BES) record.
IV. USERS:
All State agencies with data entry terminals may use this transaction.

The Department of Human Resource Management enters information for
State agencies without data entry terminals.

Commonwealth of Virginia Issued: 02/01/99
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VSDP Disability Leave: Short-term
Subject: (With Worker's Compensation)

Section: Leaves

V. PROCEDURE:
A. Enter transaction code:

PSEO35,NNNNNNNNN
Or PSEO35,E

Where NNNNNNNNN = Social Security Number
And E = employee ID number (length varies)

B. Depress TRANSMIT Key.

The VSDP Short Term Disability (With Workers Compensation)
Screen returns, with mandatory input fields designated by
asterisks. Refer to Exhibit I.

C. Enter appropriate data items.

In the “Trans-Efft-Date” field, enter the first “Effective Date of
Rate of Pay” from the VSDP Action Report.

If no data is entered in the Agency-Note field, the system will
automatically enter “VSDP Short Term Disability (With
Workers Comp)”.

D. Tab cursor to end.

E. Depress the TRANSMIT key.

The TRANSACTION COMPLETE message appears on the
screen when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 02/01/99
Department of Human Resource Management Revised: 06/15/01



PMIS user's manuaL

Chapter: EMPLOYEE TRANSACTIONS [Number: 3-12.10 Page 3 of 3

VSDP Disability Leave: Short-term
Subject: (With Worker's Compensation)

Section: Leaves

EXHIBIT 1. SHORT-TERM DISABILITY (WITH WORKER’'S COMPENSATION)
SCREEN

PSE034,121212121 VSDP SHORT TERM DISABILITY (WITH WORKERS COMP)
05/18/2001 13:01:04
Position
Trans-Efft-Date

Trans-Efft-Date: Refer to the
"VSDP Action Report" for first
"Effective Date of Rate of Pay"

VSDP Short Term Disability (With Workers Comp)

0000001 >>>>>>>>>>>>>>>TRANSACTION COMPLETE<<<<<<<< £LLLLLLLLLLLLL
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l VSDP Disability Leave: Long-term
S

Section: Leaves bject:  (NoWorker's Compensation)

l.  TRANSACTION NUMBER TRANSACTION TITLE

PSEOQ36 VSDP Long-Term Disability Leave
(No Worker’'s Compensation)

II. FUNCTION:

This transaction is used to place a VSDP participant who is not
receiving worker’'s compensation on long-term disability leave.

III. DESCRIPTION:

A. This transaction is used to place a VSDP participant who is not

receiving worker's compensation on long-term disability leave.

B. The employee must be on short-term disability leave for 180

calendar days before being placed on long-term disability leave.

C. This transaction should be used only after receiving approval from
the VSDP.
IV. USERS:

All State agencies with data entry terminals may use this transaction.

The Department of Human Resource Management enters information for

State agencies without data entry terminals.
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l VSDP Disability Leave: Long-term
S

Section: Leaves bject:  (NoWorker's Compensation)

V. PROCEDURE:
A. Enter transaction code:

PSE036,NNNNNNNNN
Or PSEO036, E

where NNNNNNNNN = Social Security Number
and E = employee ID number

B. Depress TRANSMIT Key.
The VSDP Long Term Disability (No Workers Compensation)

Screen returns, with mandatory input fields designated by
asterisks. Refer to Exhibit I.

C. Enter appropriate data items.

In the “Trans-Efft-Date” field, enter the Authorized Start Date
from the VSDP Action Report relating to Case Type LTD.

If no data is entered in the Agency-Note field, the system will

automatically enter “WSDP Long Term Disability (No Workers
Comp)”.

D. Tab cursor to end.
E. Depress the TRANSMIT key.
The TRANSACTION COMPLETE message appears on the

screen when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 04/15/99
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VSDP Disability Leave: Long-term
Section: Leaves Spibject:  (No Worker's Compensation)

Additionally, if the employee is enrolled in the Benefits Eligibility
System (BES), the message BES has been updated to show the

employee enrolled in the VSDP Retiree Group appears on the
screen.

Depending on the employee’s status in BES, one or more of the
following messages may also appear:

The employee’s Waived BES record has been terminated,
effective Xx-Xx-xx.

The employee is a covered dependent under agency xxx,
participant id XXX-XX-XXXX.

Inform agency xxx that the Married rate no longer applies to
participant XXX-XX-XxxX.

Commonwealth of Virginia Issued: 04/15/99
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l VSDP Disability Leave: Long-term
S

Section: Leaves bject:  (NoWorker's Compensation)

Exhibit 1. LONG-TERM DISABILITY (NO WORKER'S COMPENSATION)
SCREEN

PSE034,121212121 VSDP LONG TERM DISABILITY (NO WORKERS COMP)
05/18/2001 13:01:04
Position
Trans-Efft-Date

Trans-Efft-Date: Refer to the
"VSDP Action Report" for first

"Effective Date of Rate of Pay"

VSDP Long Term Disability (No Workers Comp)

0000001 >>>>>>>>>>>>>>>TRANSACTION COMPLETE<<<LLLLL £<<LLLLLLLLLLLL

NOTE: Sample data has been included in the required data fields. On an actual screen
display, asterisks (*) will reflect required data items. All other data fields are
completed as appropriate.

Commonwealth of Virginia Issued: 04/15/99
Department of Human Resource Management Revised: 06/15/01
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L Disability Leave: Long-term
S

Section: Leaves bject: (With Worker's Compensation)

l.  TRANSACTION NUMBER TRANSACTION TITLE

PSEQ37 VSDP Long-Term Disability Leave
(With Worker's Compensation)

II. FUNCTION:

This transaction is used to place a VSDP participant who is receiving
worker’'s compensation on long-term disability leave.

III. DESCRIPTION:

A. This transaction is used to place a VSDP participant who is
receiving worker's compensation on long-term disability leave.

The employee must be on short-term disability leave for 180
calendar days before being placed on long-term disability leave.

B. This transaction should be used only after receiving approval from
the VSDP.
IV. USERS:

All State agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information for
State agencies without data entry terminals.

V. PROCEDURE:
A. Enter transaction code:

PSEO037,NNNNNNNNN
Or PSEO37,E

Where  NNNNNNNNN = Social Security Number
And E =employee ID number (length varies)

Commonwealth of Virginia Issued: 04/15/99
Department of Human Resource Management Revised: 06/15/01
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Chapter: EMPLOYEE TRANSACTIONS [Number: 3-12.12 Page 2 of 4
Disability Leave: Long-term
Section: Leaves Shbject: (With Worker's Compensation)
B. Transmit.

The VSDP Long Term Disability (Workers Compensation)
Screen returns, with mandatory input fields designated by
asterisks. Refer to Exhibit 1.

C. Enter appropriate data items.

In the “Trans-Efft-Date” field, enter the Authorized Start Date
from the VSDP Action Report relating to Case Type LTD.

An exception occurs when the Authorized Start Date occurs
before the employee’s Effective Coverage Date. In this case,
you must place the employee on short-term disability first
(PSEO036), then LTD. Additionally, you must use the Effective
Coverage Date instead of the Authorized Start Date. (This
exception may occur if the employee was injured in 1998 and
was receiving worker’'s compensation).

D. Tab cursor to end.
E. Transmit.
The TRANSACTION COMPLETE message appears on the

screen when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 04/15/99
Department of Human Resource Management Revised: 06/15/01
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Disability Leave: Long-term
Section: Leaves Shbject: (With Worker's Compensation)

Additionally, if the employee is enrolled in the Benefits Eligibility
System (BES), the message BES has been updated to show the

employee enrolled in the VSDP Retiree Group appears on the
screen.

Depending on the employee’s status in BES, one or more of the
following messages may also appear:

The employee’s Waived BES record has been terminated,
effective XX-xXx-xx.

The employee is a covered dependent under agency Xxxx,
participant id XXX-XX-XXXX.

Inform agency xxx that the Married rate no longer applies to
participant XXX-XX-XxxX.

Commonwealth of Virginia Issued: 04/15/99
Department of Human Resource Management Revised: 06/15/01
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L Disability Leave: Long-term
S

Section: Leaves bject: (With Worker's Compensation)

EXHIBIT 1. Long-Term Disability (With Worker's Compensation) Screen

PSE034,121212121 VSDP LONG TERM DISABILITY (WITH WORKERS COMP)
05/18/2001 13:01:04

Position

Trans-Efft-Date: Refer to the
"VSDP Action Report" for first
"Effective Date of Rate of Pay"

VSDP Long Term Disability (With Workers Comp)

0000001 >>>>>>>>>>>>>>>TRANSACTION COMPLETE<<<g<cgg<< €<<<<L<LLLLLLLL

NOTE: Sample data has been included in the required data fields. On an actual screen
display, asterisks (*) will reflect required data items. All other data fields are

completed as appropriate.

Commonwealth of Virginia Issued: 04/15/99
Department of Human Resource Management Revised: 06/15/01
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Section: Leaves

VSDP Disability Leave: Long-term -
Spibject: Working (w/o Worker's Compensation)

l.  TRANSACTION NUMBER TRANSACTION TITLE

PSE180 VSDP Long-Term Disability Leave — Working
(w/o Worker’'s Compensation)

II. FUNCTION/DESCRIPTION:

A. This transaction is used to place a VSDP participant on long-term
disability leave - working (without worker's compensation) status.

B. The employee must be on short-term disability leave (with or
without worker’s compensation) for 180 calendar days before
being placed on long-term disability leave - working (without
worker’'s compensation) status.

C. An employee on regular long-term disability cannot be placed
on long-term disability-working.

D. An employee can remain on long-term disability — working
(without worker’s compensation) for up to 540 days.

E. This transaction should be used only after receiving approval from
the VSDP.

. USERS:

All State agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information for
State agencies without data entry terminals.

Commonwealth of Virginia Issued: 03/15/01
Department of Human Resource Management Revised: 06/15/01
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Chapter: EMPLOYEE TRANSACTIONS [Number: 3-12.13 Hage 2 of 4

l VSDP Disability Leave: Long-term -
S

Section: Leaves bject: Working (w/o Worker's Compensation)

V. PROCEDURE:
A. Enter transaction code:

PSE180,NNNNNNNNN
Or PSE180,E

where NNNNNNNNN = Social Security Number
and E = employee ID number (length varies)

B. Depress TRANSMIT Key.

The VSDP Long Term Disability — Working (W/O Worker’s
Comp) Screen returns, with mandatory input fields designated by
asterisks. Refer to Exhibit I.

C. Enter appropriate data items.

In the “Trans-Efft-Date” field, enter the Authorized Start Date
from the VSDP Action Report relating to Case Type LTD.

If no data is entered in the Agency-Note field, the system will

automatically enter “VSDP Long Term Disability — Working
(w/o Worker's Compensation)”.

D. Tab cursor to end.
E. Depress the TRANSMIT key.
The TRANSACTION COMPLETE message appears on the

screen when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 03/15/01
Department of Human Resource Management Revised: 06/15/01
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VSDP Disability Leave: Long-term -
Section: Leaves Spibject: Working (w/o Worker's Compensation)

Additionally, if the employee is enrolled in the Benefits Eligibility
System (BES), the message BES has been updated to show the

employee enrolled in the VSDP Retiree Group appears on the
screen.

Depending on the employee’s status in BES, one or more of the
following messages may also appear:

The employee’s Waived BES record has been terminated,
effective Xx-Xx-xx.

The employee is a covered dependent under agency xxx,
participant id XXX-XX-XXXX.

Inform agency xxx that the Married rate no longer applies to
participant Xox-Xx-XxxX.

Commonwealth of Virginia Issued: 03/15/01
Department of Human Resource Management Revised: 06/15/01
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l VSDP Disability Leave: Long-term -
S

Section: Leaves bject: Working (w/o Worker's Compensation)

Exhibit 1. LONG-TERM DISABILITY — WORKING (W/O WORKER'’S COMP)
SCREEN

PSE180,121212121 VSDP LONG TERM DISABILITY — WORKING (W/O WORKERS COMP)
05/18/2001 13:01:04
Position

Trans-Efft-Date..... 010101

Trans-Efft-Date: Refer to the

"VSDP Action Report" for first
"Effective Date of Rate of Pay"

VSDP Long Term Disability — Working (No Work/Comp)

NOTE: Sample data has been included in the required data fields. On an actual screen
display, asterisks (*) will reflect required data items. All other data fields are
completed as appropriate.

Commonwealth of Virginia Issued: 03/15/01
Department of Human Resource Management Revised: 06/15/01
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Section: Leaves

VSDP Disability Leave: Long-term -
Spibject: Working (With Worker's Compensation)

TRANSACTION NUMBER TRANSACTION TITLE

PSE181 VSDP Long-Term Disability Leave -
Working (With Worker's Compensation)

FUNCTION/DESCRIPTION:

A. This transaction is used to place a VSDP participant on long-term
disability leave — working (with worker's compensation) status.

B. The employee must be on short-term disability leave (with or
without worker’'s compensation) for 180 calendar days before
being placed on long-term disability leave — working (with
worker’'s compensation) status.

C. An employee on regular long-term disability cannot be placed
on long-term disability-working.

D. An employee can remain on long-term disability — working (with
worker’'s compensation) for up to 540 days.

E. This transaction should be used only after receiving approval from
the VSDP.

USERS:

All State agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information for
State agencies without data entry terminals.

Commonwealth of Virginia Issued: 03/15/01
Department of Human Resource Management Revised: 06/15/01
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Chapter: EMPLOYEE TRANSACTIONS

VSDP Disability Leave: Long-term -
Section: Leaves Spibject: Working (With Worker's Compensation)

V. PROCEDURE:

A. Enter transaction code:
PSE181,NNNNNNNNN
Or PSEI181E
where NNNNNNNNNN = Social Security Number
and E = employee ID number (length varies)

B. Depress TRANSMIT Key.

The VSDP Long Term Disability - Working (With Worker’s
Compensation) Screen returns, with mandatory input fields
designated by asterisks. Refer to Exhibit I.

C. Enter appropriate data items.

In the “Trans-Efft-Date” field, enter the Authorized Start Date
from the VSDP Action Report relating to Case Type LTD.

If no data is entered in the Agency-Note field, the system will

automatically enter “WSDP Long Term Disability - Working
(With Worker's Compensation)”.

D. Tab cursor to end.
E. Depress the TRANSMIT key.
The TRANSACTION COMPLETE message appears on the

screen when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 03/15/01
Department of Human Resource Management Revised: 06/15/01
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VSDP Disability Leave: Long-term -
Section: Leaves Spibject: Working (With Worker's Compensation)

Additionally, if the employee is enrolled in the Benefits Eligibility
System (BES), the message BES has been updated to show the

employee enrolled in the VSDP Retiree Group appears on the
screen.

Depending on the employee’s status in BES, one or more of the
following messages may also appear:

The employee’s Waived BES record has been terminated,
effective Xx-Xx-xx.

The employee is a covered dependent under agency xxx,
participant id XXX-XX-XXXX.

Inform agency xxx that the Married rate no longer applies to
participant XXX-XX-XxxX.

Commonwealth of Virginia Issued: 03/15/01
Department of Human Resource Management Revised: 06/15/01
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VSDP Disability Leave: Long-term -
Section: Leaves Spibject: Working (With Worker's Compensation)

Exhibit 1. LONG-TERM DISABILITY — WORKING (WITH WORKER'S
COMPENSATION) SCREEN

PSE181,121212121 VSDP LONG TERM DISABILITY — WORKING( WITH WORKERS COMP)
05/18/2001 13:01:04
123 Position
121212121/123456 Trans-Efft-Date

Trans-Efft-Date: Refer to the
"VSDP Action Report" for first
"Effective Date of Rate of Pay"

VSDP Long Term Disability — Working (With Work/Comp)

0000001 >>>>>>>>>>>>>>>>>>TRANSACTION COMPLETE<<<LL £<<<LLLLLLLLLLL

NOTE: Sample data has been included in the required data fields. On an actual screen
display, asterisks (*) will reflect required data items. All other data fields are
completed as appropriate.

Commonwealth of Virginia Issued: 03/15/01
Department of Human Resource Management Revised: 06/15/01
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Resignation, Layoff, Retirement,
Section: Separations Subject: Death, Removal
l. TRANSACTION NUMBER TRANSACTION TITLE
PSE101 Resign - Home
Responsibilities
PSE102 Resign - Better Job
PSE103 Resign - Dissatisfied
PSE104 Resign - lll Health
PSE105 Resign - School
PSE106 Resign - Leaving Area
PSE107 Resign - During Probation
PSE108 Resign - Military Service
PSE109 Resign - Other
PSE113 Separated - Completion of
Limited Appointment
*PSE115 Separated - Layoff Leave
Expired
*PSE129 Separated - Layoff
PSE136 Disability - Retirement
PSE137 Service - Retirement
PSE138 Death
PSE139 Separated — Long-Term
Disability (LTD)
PSE140 Removed - Unadapted for
Assigned Work
PSE141 Removed - Violation of
Standards of Conduct
PSE142 Removed - Unsatisfactory

Performance During

Probationary Period
PSE143 Removed - Neglect of Duty
PSE145 Removed - Failure to Report

After Approved Leave

* Does not apply to faculty.

Commonwealth of Virginia Issued: 08/08/94
Department of Human Resource Management Revised: 09/20/01
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Resignation, Layoff, Retirement,
Section: Separations Subject: Death, Removal

Il. FUNCTION/DESCRIPTION:

A. These transactions change the appropriate PMIS records to
indicate that a classified or faculty employee has left active State
service and indicate the reason for termination. They also
determine the dollar value of leave balance (annual,
compensatory, and sick) that an employee is eligible to be paid
for at time of separation.

B. Based on leave hours entered and appropriate policies, PMIS
calculates the dollar value for each leave category and prints the
dollar values in the Agency Note section at the bottom of the P-3.

C. When it is necessary for a replacement to occupy a position with
a separating employee for up to 30 days, the replacement's P-3
must be sent to the Department of Human Resource
Management for data entry.

D. The BES Terminate Date is the date the benefits coverage for a
faculty employee is terminated and it may be different from the
PMIS Terminate Date (Transaction Effective Date). The BES
Terminate Date applies only to and is required for 9, 10, and 11
month faculty employees.

E. These transactions must be authorized by appropriate persons in
accordance with applicable policies.

Note: After separation, the employee's transaction history is
viewed using the PSE312 - Separated Employee Transaction
History Summary.

M. USERS:
All State agencies with data entry terminals are permitted to use this

transaction. The Department of Human Resource Management enters
the information for State agencies without data entry terminals.

Commonwealth of Virginia Issued: 08/08/94
Department of Human Resource Management Revised: 09/20/01
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Resignation, Layoff, Retirement,
Section: Separations Subject: Death, Removal

V. PROCEDURE:

A. Enter appropriate transaction code:

PSE101 Resign - Home
Responsibilities

PSE102 Resign - Better Job

PSE103 Resign - Dissatisfied

PSE104 Resign - lll Health

PSE105 Resign - School

PSE106 Resign - Leaving Area

PSE107 Resign - During Probation

PSE108 Resign - Military Service

PSE109 Resign - Other

PSE113 Separated - Completion of
Limited Appointment

*PSE115 Separated - Layoff Leave
Expired

*PSE129 Separated - Layoff

PSE136 Disability - Retirement

PSE137 Service - Retirement

PSE138 Death

PSE139 Separated — Long-Term
Disability (LTD)

PSE140 Removed - Unadapted for
Assigned Work

PSE141 Removed - Violation of
Standards of Conduct

PSE142 Removed - Unsatisfactory

Performance During
Probationary Period
PSE143 Removed - Neglect to Duty
PSE145 Removed - Failure to Report
After Approved Leave

* Does not apply to faculty.

B. Transmit.

Commonwealth of Virginia Issued: 08/08/94
Department of Human Resource Management Revised: 09/20/01



PMIS user's manuAL

Chapter: EMPLOYEE TRANSACTIONS | Number: 3-13.1 Page 4 of 7

Resignation, Layoff, Retirement,
Section: Separations Subject: Death, Removal

You will see the appropriate data entry screen with mandatory
input fields designated by asterisks.

C. Enter required data items.

Note: Enter the data items listed below as indicated for classified
and faculty employees.

1. Classified:

a. Annual Leave - Enter the actual number of hours
accumulated by the separating employee; if there
is no balance, enter zero. The hours entered
cannot exceed the maximum allowed by the rules
governing annual leave.

b. Compensatory Leave - Enter the actual number of
hours accumulated by the separating employee; if
there is no balance, enter zero.

C. Sick Leave - Enter the actual number of hours
accumulated by the separating employee; if there
is no balance, enter zero. If employee is eligible for
payment according to appropriate rules, the hours
and dollar value of the balance will print at the
bottom of P-3. If employee is not eligible for
payments, the hours will print at the bottom of P-3,
but dollar value will indicate zero.

d. BES Terminate Date - Do not enter anything in this
field for classified employees. This is for faculty
members only.

2. Faculty:

a. Annual Leave, Compensatory Leave, Sick Leave -
According to each agency's rule governing
payment of leave balances for faculty, enter the
actual number of hours for which the employee is
eligible to be paid. For those agencies that do not

Commonwealth of Virginia Issued: 08/08/94
Department of Human Resource Management Revised: 09/20/01
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Resignation, Layoff, Retirement,
Section: Separations Subject: Death, Removal

pay for leave balances, enter zeros in these data
fields.

b. BES Terminate Date -

For 9 month faculty
members, the BES
Terminate Date cannot
be more than 92 days
after the PMIS
separation effective
date.

For 10 month faculty
members, the BES
Terminate Date cannot
be more than 62 days
after the PMIS
separation effective
date.

For 11 month faculty
members, the BES
Terminate Date cannot
be more than 31 days
after the PMIS
separation effective
date.

If the employee leaves
before completing the
contract period, you
must still enter the
appropriate BES
Terminate Date.

Commonwealth of Virginia
Department of Human Resource Management

Issued: 08/08/94
Revised: 09/20/01
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Page 6of7

Section: Separations Subject: Death, Removal

Resignation, Layoff, Retirement,

D. Transmit.

For 12 month faculty
members, you don'’t
need to enter the BES
Terminate Date.

You will see the TRANSACTION COMPLETE message

displayed when all data items are valid an
accepted

d the transaction is

Commonwealth of Virginia
Department of Human Resource Management

Issued: 08/08/94
Revised: 09/20/01
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Resignation, Layoff, Retirement,
Section: Separations Subject: Death, Removal

EXHIBIT I. Remove Neglect of Duty Screen

PSE143 REMOVED - NEGLECT OF DUTY
05/25/12001 09:35:28
Agency............... 129 Position................ 00000
Soc-Sec/ID.......... 111111111/222222  Trans-Efft-Date..... 050101
BES Terminate Date... Required For Faculty On 9, 10, or 11 Mo.
Contract. Also Used for WTA Displays.
AnnualLeave......... 105.00
Comp-Leave........... 000.00
Sick-Leave........... 0100.00

Agency-Note..........

WARNING
This Is Not an IP/WTA Transaction. Use this transaction for normal separation
without the benefits of IP or WTA. If you need to process an IP/WTA action,
please enter "PSEWTA" at the Home position and transmit. From the MENU
select the desired option and transmit.

000002 Screen Call-Up Complete - Proceed

NOTE: Sample data has been included in the required data fields. On an
actual screen display, asterisks (*) will reflect required data items. All other data
fields are completed

Commonwealth of Virginia Issued: 08/08/94
Department of Human Resource Management Revised: 09/20/01
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Active Employee -
Section: Informational Displays Subject: Current Display
l. TRANSACTION NUMBER TRANSACTION TITLE
PSE305 Active Employee - Current Display

Il. FUNCTION/DESCRIPTION:

A.

This transaction lets you display the PMIS record of a
current classified or faculty employee. Only the most
recently updated record affecting salary is available with
this transaction. To view records of transactions not
affecting salary (for example, transactions affecting
bonuses or leave), see Active Employee Transaction
History Summary (PSE309) or Employee Pay History
(PSE310).

You can use employee Social Security Number, employee
ID number, name, or agency code and position number to
access this display.

You can also access the employee's Transaction History
Summary (PSE309), Position Display (PSP999), and Role
Display (PSC999), from this display.

If the employee goes on short-term disability (STD) or long-
term disability (LTD) leave, the screen displays “VSDP
STD” or “WVSDP LTD” rather than “Lv-Code.” Additionally,
instead of displaying one of the standard leave codes, the
screen displays one of the following disability codes:

10 (short-term disability with no workers’ compensation)
11 (long-term disability with no workers’ compensation)
12 WC ( short-term disability with workers’ compensation)
13 WC ( long-term disability with workers’ compensation)

If the employee’s salary is within an alternate pay band, the
screen will display “Alternate Position”, “Alternate Role”, or
“Alternate SOC” — whichever is applicable. This designation

Commonwealth of Virginia Issued: 09/10/86
Department of Human Resource Management Revised: 09/15/01
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Active Employee -
Section: Informational Displays Subject: Current Display

will display under the salary minimum/maximum. This
designation will not display until after the transaction
following the alternate pay transaction.

F. If the information available for the employee is limited and
the status (active or separated) is unknown, use the
SEARCH transaction to search through PMIS. Refer to
Section 3-14.10, SEARCH, for complete instructions.

Il USERS:
All state agencies with data entry terminals are permitted to view
the employee status display of their current employees. The
Department of Human Resource Management is permitted to view
the current status display of all state employees.
V. PROCEDURE:
A. Direct Access to Current Display
1. Enter transaction code with employee information:
PSE305,NNNNNNNNN
NNNNNNNNN = Social Security Number
Or
PSE305,EEEEEE
EEEEEE = Employee ID Number
or
PSE305,Last Name,First Name
or

PSE305,AAA,PPPPP

A = Agency Code

Commonwealth of Virginia Issued: 09/10/86
Department of Human Resource Management Revised: 09/15/01
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Active Employee -
Section: Informational Displays Subject: Current Display

P = Position Number
2. Transmit.

You will see Active Employee - Current Display
displayed. Refer to EXHIBIT I.

NOTE: If accessing the employee display by name
and there is more than one employee with the name
you entered, a list of those employees will display.
To view the detailed active employee display, tab
cursor to desired employee and depress transmit
key. You will see the display for the selected
employee.

NOTE: If the employee is in a position with an
alternate pay band, the display will show the most
specific alternate band other than “SW/D” (near the
top of the far right column). All alternate pay bands
are specific to a pay area/shift. You will see one of
the following:

Pos Alt: specific position has alternate band
A/S/L: agency/SOC/locality

Agy/SOC: agency/SOC

A/R/L: agency/role/locality

Agy/Role: agency/role

SOC/Loc: SOC/locality

SOC: SOC

Role/Loc: role/locality

B. Access to the employee's History, Position, and Class
Displays from the employee's Current Display

1. To access the employee's Transaction History
Summary (PSE309), Position Display (PSP999), or
Role Display (PSC999) from the employee's Current
Display, tab the cursor to the Home position.

2. Change the transaction code PSE305 to the desired
display code: PSE309, PSP999, or PSC999.

Commonwealth of Virginia Issued: 09/10/86
Department of Human Resource Management Revised: 09/15/01
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Section: Informational Displays

Active Employee -
Subject: Current Display

3. Transmit.

You will see the display for the transaction code
entered.

Commonwealth of Virginia

Department of Human Resource Management

Issued: 09/10/86
Revised: 09/15/01
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Active Employee -
Section: Informational Displays Subject: Current Display

Exhibit I. Active Employee — Current Display

PSE305,224386852 ACTIVE EMPLOYEE - CURRENT DISPLAY
A PER129PDB 01/17/2001 12:32:20
Agency 123 - DMA Name MUNSTER, LILY
Position 00033 Lv-Code Lv-Eff Subdivision
Soc-Sec 123-45-6789 Pay-Schd 24 Lv-Ret Sub Unit
Last-Trans PSE215 Ann-Num 20  Next-Ann 07/10/2001  SW/D Min 20,455
Efft-Date 11/25/2000  Sex/Race M/B Birth 04/23/1935 SWI/D Max 41,980
Role/SOC 79033-061383 Band 3 St-Beg 07/16/1956
Area/Shift SW - D Stat/Dur F/P Role-Beg 09/25/2000  Prev-Agy
State Sal 29,211.00 Telecomm N Real-Due Prev-Pos

Non-St Sal Handicap Sal-Chg 11/25/2000 PI-Disappr
Spec Rate Nation C/US Pos-Beg 07/01/1956 Pl Elig 11/25/2001

Total Sal 29,211.00 DrugTest N Pos-Sep Sal-Review
Percent 100.00 % Location 810  Pos-Exp Regr-Efft
Months 12.00 Payroll 001  Prb-Exp

Telephone 757-491-5143  Activty 030  AptExp
Empl ID 76848 Prior-Sr 000 In-Date 11/25/2000

Operator BATCH Fill-Rsn In-Time 13:02:17 Input Pid 132
E-Mail Imunster.dma@state.va.us
SOC Trades/Utilities Lead Worker
Agy Note Incentive Pay Plan - +3.25% SAL ADJ

Advanced IPP Eligibility Date (M | Review) (0B2DP3)

Opt Data
000001 >>>>>>>>>>>>>>>>>>>>>>>> Transaction Complete<<<<<<<<<LLLLLLLLLLLLL

Commonwealth of Virginia Issued: 09/10/86
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Active Employee Transaction

Section: Informational Displays Subject: History Summary

l. TRANSACTION NUMBER TRANSACTION TITLE

PSE309 Active Employee

Transaction History Summary

Il. FUNCTION/DESCRIPTION:

A.

This transaction lets you display the PMIS transaction history
of a current or transferred employee.

You can also view details of the employee's status after the
processing of any of the history transactions through this
transaction.

Employee transactions occurring since January 1, 1980
appear on the screen in the order in which they have been
processed.

1. Except for separations, only the five most recent
transactions will display on the history summary.
When less than five transactions have occurred, all
transactions appear on the screen. As a transaction is
processed on an employee, it will replace the oldest
transaction appearing in the history summary.

2. Effective January 1, 1980, all separation transactions
remain in the history. Effective September 25, 2000, all
transactions remain in the history. Additional pages
are available to accommodate histories with more than
five transactions.

You may request a detailed display of an employee's status
from the history summary after any one of the history
transactions.

Data for transferred employees can be viewed by the old and
new agencies as follows:

1. The old agency can view only the transactions on the
history summary (five most recent, except as noted in

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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EMPLOYEE TRANSACTIONS | Number: 3-14.2 Page 20f4

Section:

Active Employee Transaction

Informational Displays Subject: History Summary

paragraph II.C.2 above) processed by that agency.
This data can only be accessed by social security
number. The old agency cannot view transactions
processed by the new agency.

2. The new agency can view all of the transactions in the
history summary, including those processed by the old
agency.

You can also view a separated employee's transaction history
summary through this transaction. The transaction code will
change to PSE312 -Separated Employee Transaction History
Summary for separated employees. Refer to Section 3-14.11 for
detailed information on the PSE312.

USERS:

Each state agency with data entry terminals is permitted to view the
history of its employees. The Department of Human Resource
Management is permitted to view the history of all state employees.

PROCEDURE:

Enter transaction code with employee information:
PSE309,NNNNNNNNN
NNNNNNNNN = Social Security Number
Or
PSE309,E
E = Employee ID Number (length varies)
or
PSE309,Last Name,First Name

or

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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Active Employee Transaction
Section: Informational Displays Subject: History Summary

PSE309,AAA PPPPP

AAA = Agency Code
PPPPP = Position Number

B. Transmit.

You will see the Employee Transaction History Summary
displayed.

NOTE: If the information entered is for a separated employee, the
transaction code changes to PSE312 - Separated

Employee Transaction History Summary and "Separated" flashes
at the bottom of the screen.

C. To view the previous page for multiple page histories (more than
five transactions), proceed as follows:

1. Tab cursor to PRIOR->
2. Transmit.

NOTE: The number of histories, indicated at the top of the screen,
will be more than five for multiple page histories.

D. To view the employee's status after the processing of any one of
the history transactions, proceed as follows:

1. Tab cursor to the control number for the selected
transaction. The control number is located at the bottom of
each column.

2. Transmit.

You will see the Employee Transaction History Detalil
display.

3. To view the detail before or after the one displayed on the
screen, proceed as follows:

Commonwealth of Virginia Issued: 08/08/86
Department of Human Resource Management Revised: 06/15/01
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a. Tab cursor to NEXT-> or PRIOR -> as desired.
b. Transmit.
To view a particular detail by control number, proceed as
follows:
a. Tab cursor to HISTORY->
b. Enter the control number for the desired detail.
C. Transmit.
To return to the history summary from the detail, proceed
as follows:
a. Tab cursor to RETURN->
b. Transmit.
You will see the history summary.
Commonwealth of Virginia Issued: 08/08/86

Department of Human Resource Management Revised: 06/15/01
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Section: Leaves Subject: Employee Suspense Record
l. TRANSACTION NUMBER TRANSACTION TITLE
PSE308 Display Employee Suspense Record

Il. FUNCTION/DESCRIPTION:

A. This transaction lets you display any PMIS transaction that is in
suspense (pending) for a classified or faculty employee.

B. A transaction automatically goes into suspense when the
effective date of the transaction is on a future date.

C. This transaction will display the original transaction (code and
title) with all the data as it was initially entered and stored in
suspense.

D. Only employee (classified and faculty) transactions can go into
suspense. Position, role, and agency transactions are effective
the date they are entered.

E. There can be only one suspense transaction per employee at
any time.

Il USERS:

All state agencies with data entry terminals are permitted to display the
suspense records of their employees. The Department of Human
Resource Management is permitted to display the suspense records of
all state employees.

Commonwealth of Virginia Issued: 09/10/86
Department of Human Resource Management Revised: 06/15/01
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IV. PROCEDURE:
A. Enter transaction code with employee information:

PSE308,AAA,PPPPP,NNNNNNNNN
Or PSES08,AAA,PPPPP.E

AAA = Agency Code

PPPPP = Position Number
NNNNNNNNN = Social Security Number
E = Employee ID Number (length varies)

B. Transmit.

You will see a display with the original transaction code, title, and
data as entered into suspense. Refer to EXHIBIT I.

Commonwealth of Virginia Issued: 09/10/86
Department of Human Resource Management Revised: 06/15/01
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Section: Leaves

Subject: Employee Suspense Record

EXHIBIT I. Employee Suspense Record Display Screen

CLASSIFIED PROMOTION

PSE040
05/18/2001

Position

Trans-Efft-Date

New Agency New Position
State Phone

Role Code

00000
8045553322

Months
. Appt-Expire-Date....

Duration
MS-Status

Comp Leave

000002 Screen Call-Up Complete - Proceed

Sample data has been included in the required data fields. On an

NOTE:
actual screen display, asterisks (*) will reflect required data items. All
other data fields are completed as appropriate.

Commonwealth of Virginia
Department of Human Resource Management

Issued: 09/10/86
Revised: 06/15/01
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Section: Informational Displays Subject: Active or Separated
l. TRANSACTION NUMBER TRANSACTION TITLE
PSE311 Person Display - Active or Separated

Il. FUNCTION/DESCRIPTION:

A.

This transaction displays a PMIS employee record with basic
person/personal data for classified or faculty employees. This
information is available for active or separated employees.

Department of Human Resource Management (DHRM) and the
Department of Accounts (DOA) use this transaction to access
available leave balance data for all active and separated
employees. State agencies have available leave balance data for
their own employees. DOA uses the leave data for payroll
auditing purposes.

Leave balance data covers sick, compensatory, and annual
leaves. For employees enrolled in the Virginia Sickness and
Disability Program (VSDP), disability credits are displayed in place
of sick leave hours, if applicable. The leave balance data is the
hours and disability credits accumulated and the dollar amount
paid to an employee for those hours and credits. Payment for the
leave and disability credit balances must be according to
appropriate policies.

For employees enrolled in VSDP, the screen displays the following
in the bottom right-hand corner:

“VSDP” - indicates whether the employee is enrolled in VSDP
“Coverage Efft” — indicates the effective date of VSDP
coverage

“VSDP Months” — indicates the number of months of service
since enrolled in VSDP

“As of” — indicates the date as of which the “VSDP Months” is
applicable.

Commonwealth of Virginia Issued: 09/10/86
Department of Human Resource Management Revised: 06/15/01
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M. USERS:
All state agencies with data entry terminals are permitted to view this
display for an active employee, or employee that separated from their
agency. DHRM and DOA are permitted to view this display for all
active and separated employees.
V. PROCEDURE:

A. Enter transaction code with employee information:

PSE311,NNNNNNNNN
Or PSE311,E

NNNNNNN = Social Security Number
E = Employee ID Number (length varies)

or

PSE311,Last Name,First Name

B. Transmit.

You will see Person Display. Refer to Exhibit I.

Commonwealth of Virginia
Department of Human Resource Management

Issued: 09/10/86
Revised: 06/15/01
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EXHIBIT I. Person Display

PSE311,228888888 PERSON DISPLAY - ACTIVE
PER129PDB 06/06/2001 14:56:48
Soc-Sec-Num 228-88-8888 Address 506 TUNSTALL AVE
Employee ID 226130
Last Name MACHER City BLACKSTONE
First Name JEFFREY State VA 135 Nottoway
Mid/Sec/Suffix L - - ZIP 23824 - 0000
Sex/Race/Title M - A - MR
Alien/Nation C - US LEAVE BALANCE DATA
Veterans Status N Hours Amount
Birthdate 09/25/1957 Sick Leave 0.00 0.00
Handicap Comp Leave 0.00 0.00
Prior Service 000 Annual Leave 0.00 0.00

State Begin Date 10/04/1993
State Sep Date
Last Anniv Num 05
Next Lv Ann Date 10/10/2003 Transaction Current Employee
WTA/IP Code 00
WTAJIP Date
Education Code 0

Degree Inst Code 000000 VSDP: N Coverage Efft:
Higher-Ed 00 VSDP Months: 0 As Of:
Fac ORP Ind N Active
000001 >>>>>>>>>>>>>>>>>>>>>>>> Transaction Complete <LLLLLLLLLLLLLLLLL L L LKL

Commonwealth of Virginia Issued: 09/10/86
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Separated Employee Transaction
Section: Informational Displays Subject: History Summary

l. TRANSACTION NUMBER TRANSACTION TITLE

PSE312 Separated Employee Transaction
History Display

Il. FUNCTION/DESCRIPTION:

A. This transaction lets you display a separated or transferred
employee's PMIS transaction history. You can also view a
detailed display of the employee's status after the processing
of any of the history transactions through this transaction.

B. Employee history transactions occurring since January 1,
1980 appear on the screen in the order in which they have
been processed.

1. Except for separations, only the five most recent
transactions will display on the history summary.

2. When less than five transactions have occurred, all
transactions appear on the screen. As a transaction
Is processed on an employee, it will replace the
oldest transaction appearing in the history summary.

3. Effective January 1, 1980, all separation
transactions remain in the history. Effective
September 25, 2000, all transactions remain in the
history. Additional pages are available to
accommodate histories with more than five
transactions.

4. You will be able to view transactions for separated
employees for five years following separation from
state service. Five years after separation, you will
only be able to view separation transactions.

C. You may request a detailed display of an employee's status
after any one of the history transactions from the history
summary.

Commonwealth of Virginia Issued: 06/15/89
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Separated Employee Transaction
Section: Informational Displays Subject: History Summary

D. Data for transferred employees is available to the old and
new agency as follows:

1. The old agency can view only the transactions on the
history summary (five most recent, except as noted in
paragraph I1.B above) processed by that agency. This
data can only be accessed by social security number.
The old agency cannot view transactions processed by
the new agency.

2. The new agency can view all of the transactions in the
history summary, including those processed by the old
agency.

E. You can also view an active employee's transaction history
summary through this transaction. The transaction code
will change to PSE309 -Active Employee Transaction
History Summary for active employees. Refer to Section 3-
14.2 for detailed information on the PSE309.

M. USERS:

Each state agency with data entry terminals is permitted to view
the history of its employees. The Department of Human Resource
Management is permitted to view the history of all state
employees.

V. PROCEDURE:
A. Enter transaction code with employee information:

PSE312,NNNNNNNNN
Or PSES312,EEEEEE

NNNNNNNNN = Social Security Number
EEEEEE = Employee ID Number

or

PSE312,Last Name,First Name

Commonwealth of Virginia Issued: 06/15/89
Department of Human Resource Management Revised: 06/15/01
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Separated Employee Transaction
Section: Informational Displays Subject: History Summary

B. Transmit.

You will see the Separated Employee Transaction History
Summary display. Refer to Exhibit I.

NOTE: If the information entered is for an active employee, the
transaction code changes to PSE309 - Employee
Transaction History Summary and "Active" flashes at the
bottom of the screen.

C. To view the previous page for multiple page histories,
proceed as follows:

1. Tab cursor to PRIOR->
2. Transmit.

NOTE: The number of histories, indicated at the top of the
screen, will be more than five for multiple page histories.

D. To view the employee's status after the processing of any
one of the history transactions, proceed as follows:

1. Tab cursor to the control number for the selected
transaction. The control number is located at the
bottom of each column.

2. Transmit.

You will see the Separated Employee Transaction
History Detall display. Refer to Exhibit II.

3. To view the detail before or after the one displayed
on the screen, proceed as follows:

a. Tab cursor to NEXT-> or PRIOR-> as
desired.

b. Transmit.

Commonwealth of Virginia Issued: 06/15/89
Department of Human Resource Management Revised: 06/15/01
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Separated Employee Transaction
Section: Informational Displays Subiject: History Summary

4. To view a particular detail by control number,
proceed as follows:

a. Tab cursor to HISTORY->

b. Enter the control number for the desired detail.
C. Transmit.
5. To return to the history summary from the detalil,

proceed as follows:
a. Tab cursor to RETURN->
b. Transmit.

You will see with the history summary.

Commonwealth of Virginia Issued: 06/15/89
Department of Human Resource Management Revised: 06/15/01
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Separated Employee Transaction
Section: Informational Displays Subject: History Summary

Exhibit I. Separated Employee Transaction History Summary

PSE309,999887777 SEPARATED EMPLOYEE TRANSACTION HISTORY SUMMARY
A PER129PDB  06/21/2001 12:57:04
ID: 999999 Name: JONES, DAVE Y
Trans  Efft Date Agy Pos Class P/S Gr Pct Months SD Lv State Sal
PSE137 06/21/2001 123 00005 19091 SWD 04 100.00 12.00 P 32,653.00
PSE091 02/08/2001 123 00005 19091 SWD 04 100.00 12.00 P 32,653.00
PSE215 11/25/2000 123 00005 19091 SWD 04 100.00 12.00 P 32,653.00
PSP147 09/25/2000 123 00005 19091 SWD 04 100.00 12.00 P 31,625.00
PSE215 11/25/1999 123 00005 27323 SWD 11 100.00 12.00 P 31,625.00
PSE131 02/01/2000 123 00005 27323 SWD 11 100.00 12.00 P 1 31,625.00*
PSE215 11/25/1999 123 00005 27323 SWD 11 100.00 12.00 P 31,625.00*
PSI006  05/25/1999 123 00005 27323 SWD11 100.00 12.00 F P 29,738.00 *
PSE093 04/16/1999 123 00005 27323 SWD 11 100.00 12.00 F P 29,083.00 *
PSE091 12/20/1998 123 00005 27323 SWD 11 100.00 12.00 F P 29,083.00 *

M MM TmTm T T

For Detail Display Move Cursor To Desired Line
000001 >>>>>>>>>>>>>>>>>>>>>>>> Transaction Complete <LLLLLLLLLLLLLL L L L L L LKL
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Section: Informational Displays Subject: History Summary

Exhibit Il. Separated Employee Transaction History Detail

PSE309,999887777 SEPARATED EMPLOYEE TRANSACTION HISTORY DETAIL

702 PER129PDB  06/21/2001 13:05:11
Agency 123-DMA  Name JONES, DAVE Y

Position 00005 Lv-Code Lv-Eff Subdivision
Soc-Sec 229-25-1111 Pay-Schd 24  Lv-Ret Role Min 26,722
Last-Trans PSE137  Ann-Num 00 NextAnn 10/10/2003 Role Max 54,842
Efft-Date 06/21/2001 Sex/Race B Birth  01/29/1972  Prev-Agy
Role 19091-027323 Band 04  StBeg 10/10/1998 Prev-Pos

Area/Shift SW-D Status F Role-Beg 09/25/2000 PI-Disappr
State-Sal 32,653.00 Duration P  Real-Due Pl-Type T
Non-St-Sal Handicap Sal-Chg 11/25/2000 PI-Rev-Date 11/25/2001
Spec-Rate Alien C Pos-Beg 10/10/1998  Sal-Review
Total-Sal 32,653.00 Nation US Pos-Sep Regr-Efft
Percent 100.00 % Location 135 Pos-Exp MS-Status

Months 12.00 Payroll 001 Prb-Exp
Telephone 804-298-6105 Activty 005 AptExp

Empl ID 999999 Prior-Sr 000 In-Date 06/21/2001 Separation 'Y
Operator PER129PDB Fill-Rsn 1  In-Time 12:56:57 Input Pid 28768

Role Personnel Practices Analyst
Agy-Note

Next-> Return-> 10f 10 History
000001 >>>>>>>>>>>>>>>>>>>>>>>> Transaction Complete <<<K<<LKLKLLLLLLLLLLLLLLLLLL
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! TRANSACTION NUMBER TRANSACTION TITLE
PSE320 Employee Scroll
1. FUNCTION/DESCRIPTION:
A. This transaction lets you view a current display scroll of all
employees within your agency.
B. This transaction also provides access to the Active Employee -
Current Display screen (PSE305).
M. USERS:
All state agencies with data entry terminals are permitted to view this
display for their agency. The Department of Human Resource
Management is permitted to view employee information for all state
agencies.
V. PROCEDURE:
1. Enter Transaction Code:
PSE320,AAA
A = Agency Number
2. Transmit.
3. You will see the Employee Scroll Screen displayed (Exhibit ).
4. To view the next scroll screen, tab cursor to NEXT-> and
transmit.
5. To view the previous scroll screen, tan cursor to PRIOR-> and
transmit.
Commonwealth of Virginia Issued: 06/18/96
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Section: Informational Displays Subject: Employee Scroll

6. To view a detail display for an employee, tab to the employee's
name and transmit. You will see the Active Employee - Current
Display Screen displayed (Exhibit I1).

7. To return to the Employee Scroll Screen, tab cursor to RETURN-
> (located at the top-right of the screen) and transmit.

Commonwealth of Virginia Issued: 06/18/96
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EXHIBIT I. EMPLOYEE SCROLL SCREEN

PSE320,129 Agency 129 DHRM Employee Scroll

PER129PDB 05/11/2001 09:38:54
Positn Role PA/S Bnd Soc-Sec-Num Name

00001 00129 sSw/D 00 111-11-1111 111111 WILSON, DENNIS D
00002 27445 SW/D 18 121-21-2121 222222 SILVERS, MIKE M
00003 27469 SW/D 20 123-12-3123 333333 HARRIS, RICHARD T
00004 27461 SW/D 12 123-41-2341 444444 MAXWELL, STEVENR
00005 27412 SW/D 16 123-45-1234 555555 SMITH, RACHEAL L
00006 27497 SW/D 18 123-45-6124 666666 JONES, RICK A

00007 11037 SW/D 06 123-45-6712 777777 MARTIN, SARAH D
00013 27445 SW/D 15 123-45-6781 888888 DAVIDSON, HENRY L
00015 11025 SW/D 05 Vacant Position

00018 27412 SW/D 16 321-54-9876 999999 STONE, KIMBERLY K
00020 11045 SW/D 06 321-12-3321 000000 ANDERSON, CHRIS G
00021 27411 SW/D 14 323-23-2323 123456 COX, SHARON M
00022 27461 SW/D 12 223-22-2233 234567 ADAMS, TOM A

00023 27461 SW/D 12 224-24-2424 345678 THOMAS, EDWARD E
00024 11045 SW/D 06 242-42-4242 456789 LEWIS, SHERRY S
00026 27412 SW/D 16 Vacant Position

00029 35252 SW/D 10 252-52-5252 567890 JOHNSON, JOHN J
00031 11025 SW/D 05 226-26-2266 098765 HICKS, JENNIFER N
00032 21421 SW/D 08 262-62-6262 987654 MATHEWS, GREG E
Next-> For Detall Display, Move Cursor To Desired Line & XMIT
000001 >>>>>>>>>>>>>>>>>>>>>> Transaction Complete<<<<<<<<<<<<<<<
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EXHIBIT Il. ACTIVE EMPLOYEE - CURRENT DISPLAY

PSE305,224386852 ACTIVE EMPLOYEE - CURRENT DISPLAY
A PER129PDB 01/17/2001 12:32:20
Agency 123 - DMA Name MUNSTER, LILY
Position 00033 Lv-Code Lv-Eff Subdivision
Soc-Sec 123-45-6789 Pay-Schd 24 Lv-Ret Sub Unit
Last-Trans PSE215 Ann-Num 20 Next-Ann 07/10/2001  SW/D Min 20,455
Efft-Date 11/25/2000  Sex/Race M/B Birth 04/23/1935 SW/D Max 41,980
Role/SOC 79033-061383 Band 3 St-Beg 07/16/1956
Area/Shift SW - D Status F Role-Beg 09/25/2000  Prev-Agy
State Sal 29,211.00 Duration P Real-Due Prev-Pos
Non-St Sal Handicap Sal-Chg 11/25/2000 PI-Disappr
Spec Rate Alien C Pos-Beg 07/01/1956 Pl Elig 11/25/2001
Total Sal 29,211.00 Nation US  Pos-Sep Sal-Review

Percent 100.00 % Location 810  Pos-Exp Regr-Efft
Months 12.00 Payroll 001  Prb-Exp
Telephone 757-491-5143  Activty 030  AptExp IPP Action
Empl ID 76848 Prior-Sr 000 In-Date 11/25/2000
Operator BATCH Fill-Rsn In-Time 13:02:17 Input Pid 132

SOC Trades/Utilities Lead Worker
Agy Note Incentive Pay Plan - +3.25% SAL ADJ
Advanced IPP Eligibility Date (M | Review) (0B2DP3)

Opt Data
000001 >>>>>>>>>>>>>>>>>>>>>>>> Transaction Complete<<<<<<<<<LLLLLLLLLLLLL
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l. TRANSACTION NUMBER TRANSACTION TITLE

PSE321 Person Name Scroll

Il. FUNCTION/DESCRIPTION:

A. This transaction provides an alphabetical listing of all employees
on PMIS by last name, and indicates whether the individuals are
active or separated employees.

B. This transaction lets you search of the system by name. A patrtial
name or a single letter can be used to indicate where you want to
start your search. This helps in searching for an employee when
you are uncertain of the spelling of his or her name.

For example: M would start the listing at the beginning of the Ms.
Zeb would start the listing at Zeb or the next
name that would follow alphabetically if the
Zeb is not found.

C. If you do not request a name in the search, the list will start at the
beginning, alphabetically.

M. USERS:
All State agencies with data entry terminals can view records of
employees in their agency, or those who have separated from their
agency. The Department of Human Resource Management can view
the records of all state employees.

V. PROCEDURE:
1. Enter Transaction Code:

PSE321,Name

Name = Indicates where to start name search.

Note: If you do not request a name in your search, the list will
start at the beginning of the alphabetical listing.

Commonwealth of Virginia Issued: 06/18/96
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2. Transmit.

3. You will see the Person Name Scroll displayed. Refer to Exhibit
§
a. To view the next page of the scroll, tab the cursor to

Next-> and Transmit.

b. To view an Active or Separated Person display, tab cursor
to desired employee and Transmit. You will see the
Active or Separated Person display. Refer to Exhibit II.

C. To return to the Person Name Scroll screen (from the
Active or Separated display), tab cursor to Return-> and
Transmit.
Commonwealth of Virginia Issued: 06/18/96
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EXHIBIT I. Person Name Scroll Screen

QSE321

PERSON NAME SCROLL

ADAMS, JOHN V
ADAMS, THERESA L
ADAMS, THOMAS J
ADCOCK, CLYDE W
ADKINS, ROBERT R JR
AGNEW, CAROLYN B
AGOSTON, KATALIN L
AGUIRREH, TAMEKIAH A
AKERS, AMBER O
ALBERT, DEBRA C
ALBERTS, THEODORE R
ALLEN, GARY R

ALLEN, JOSEPH J SR
ALLEN, ROBERT D
ALLEY, EDITHD
ALSTON, JACQUELINE
ALSTON, WILLIE A
ALTIZER, CHUTIMAR
ALTIZER,FCJR
AMERSON, WILLIAM H
Next->

PER129PDB  06/06/2001 15:51:16
276 SVCC Active 111111111 199131

601 VDH  Active
127 DPHD Active
275 NRCC Active
123 DMA  Active
208 VPISU Active
208 VPISU Active
777DJ)  Active
131 VDVA  Active
123DMA  Active
275 NRCC Active
501 VDOT  Active
407 VPA  Active
731 STCC  Active
720 MHMR  Active
730 BWCC  Active
236 VCU Active
127 DPHD  Active
501 VDOT  Active
601 VDH Active

222222222 184882
241333333 102863
2424444441 280845
227555555 256335
223666666 86396
231777777 82912
579888888 290319
227999999 178904
225000000 271464
355111111 165467
229222222 32630
348333333 109936
224444444 151592
223555555 125320
238666666 206995
245777777 163167
257888888 211041
231999999 52670
257000000 289106

For Detail Display, Move Cursor To Desired Line & XMIT

000001 >>>>>>>>>>>>>>>>>>>>>>>> Transaction Complete <<<<<<KLLLLLLLLLLLLLLLLLLL
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EXHIBIT Il. Active/Separated Person Display Sccreen

PSE305,224386852 ACTIVE EMPLOYEE - CURRENT DISPLAY
A PER129PDB 01/17/2001 12:32:20
Agency 123 - DMA Name MUNSTER, LILY
Position 00033 Lv-Code Lv-Eff Subdivision
Soc-Sec 123-45-6789 Pay-Schd 24 Lv-Ret Sub Unit
Last-Trans PSE215 Ann-Num 20 Next-Ann 07/10/2001  SW/D Min 20,455
Efft-Date 11/25/2000  Sex/Race M/B Birth 04/23/1935 SW/D Max 41,980
Role/SOC 79033-061383 Band 3 St-Beg 07/16/1956
Area/Shift SW - D Status F Role-Beg 09/25/2000  Prev-Agy
State Sal 29,211.00 Duration P Real-Due Prev-Pos
Non-St Sal Handicap Sal-Chg 11/25/2000 PI-Disappr
Spec Rate Alien C Pos-Beg 07/01/1956 Pl Elig 11/25/2001
Total Sal 29,211.00 Nation US  Pos-Sep Sal-Review

Percent 100.00 % Location 810  Pos-Exp Regr-Efft
Months 12.00 Payroll 001  Prb-Exp
Telephone 757-491-5143  Activty 030  AptExp IPP Action
Empl ID 76848 Prior-Sr 000 In-Date 11/25/2000
Operator BATCH Fill-Rsn In-Time 13:02:17 Input Pid 132

SOC Trades/Utilities Lead Worker
Agy Note Incentive Pay Plan - +3.25% SAL ADJ
Advanced IPP Eligibility Date (M | Review) (0B2DP3)

Opt Data
000001 >>>>>>>>>>>>>>>>>>>>>>>> Transaction Complete<<<<<<<<<LLLLLLLLLLLLL
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l. TRANSACTION NUMBER TRANSACTION TITLE

PSE322 Suspense Scroll

Il. FUNCTION/DESCRIPTION:

A. This transaction lets you list, by transaction effective date, all
employees who have any type of suspense transaction
pending.

B. This transaction also lists, by transaction effective date, all

employees who have a specific suspense transaction pending.
E. You can also an individual suspense through this transaction.
M. USERS:

This transaction is restricted to the Department of Human Resource
Management.

V. PROCEDURE:
A. Enter Transaction Code
1. To list all employees with any suspense transaction:
PSE322,MMDDYY
MM = Month

DD = Day
YY = Year

Commonwealth of Virginia Issued: 06/18/96
Department of Human Resource Management Revised: 06/15/01
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2. To list all employees with a specific suspense
transaction:

PSE322,MMDDYY,PSEXXX

MM = Month
DD = Day
YY = Year
XXX = Transaction Number
B. Transmit.
C. You will see the Suspense Listing Screen displayed. Refer to
Exhibit I.
D. To view the next screen, tab cursor to "X <" and Transmit.
E. To view an individual's suspense transaction, tab cursor to

desired employee and Transmit.

F. You will see the Suspense Display Screen displayed. Refer to
Exhibit 11.
Commonwealth of Virginia Issued: 06/18/96
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Exhibit I. Suspense Listing Screen

PSE322,081601 SUSPENSE LISTING FOR 08/16/01 (1 record)
06/04/2001 09:46:30

PSE040,151,F0050,111111111 111111 PSE045 BEAVER, WARD D

PSE040,151,F0028,222222222 121212 PSE045 PETERSON, NORMAN P

000001 >>>>>>>>>>>>>>>>>>>>>> Transaction plete <<<<<<<<<<<<<<<L<LLLLLL

Commonwealth of Virginia Issued: 06/18/96
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Exhibit Il. Suspense Display Screen

PSE040 CLASSIFIED PROMOTION
06/04/2001 11:30:07
Position
987654321/123456 Trans-Efft-Date

New Position FO050
State Phone 8047759213
Appt-Expire-Date.... 000000
Appt-Expire-Date.... P
Duration

Pay Schedule MS-Status

Hiring Range Min...030000 Hiring Range Max. . 054842
State-Salary 029494.00 -or- Percent Increase....
Optional Data

Classified Promotion
From Agy 123 Pos 00020 Role 19013 Sal $24,995.00

0000001 >>>>>>>>>>>>>>>TRANSACTION COMPLETE<<<<<gggggg<L<<
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Section:

Informational Displays Subject: Employee Payment History

TRANSACTION NUMBER TRANSACTION TITLE

PSE310 Display Employee Payment History

FUNCTION/DESCRIPTION:

A. This transaction lets you view employee pay history records.

B. Arecord is created when a transaction is completed that changes
an employee’s salary, non-state salary, special rate, employee pct,
months or leave code.

USERS

All State agencies may view their own employee pay histories. The

Department of Human Resource Management and Department of

Accounts may view the employee pay histories of all agencies.

PROCEDURES:

A. Enter transaction code:

PSE310,NNNNNNNNN
Or PSES310,EEEEEE

Where NNNNNNNNN is the social security number
And EEEEEE is the employee ID number
B. Transmit.

C. You will see the Employee Payment History Screen displayed.
See Exhibit I.

D. To view one complete record, double-click on the desired record.

E. You will see the complete record. See Exhibit II.

Commonwealth of Virginia Issued: 09/25/00
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EXHIBIT I. Employee Payment History Screen

PSE310, 123456789

EMPLOYEE PAYMENT HI STORY -- 08/ 28/2000 09: 33:47
I D 246809 SSN 123456789 Nane Munster, Lily Num of Records 2

Trans Efft Date Sal ary One Time
PSE090 08/ 15/2000 28000. 00 090 Field Change
PSEO031 08/ 26/ 2000 28000. 00 031 Accunul ated Leave Wth Pay

000001>>>>>>>>>>>>>>>>>>>TRANSACTION COMPLETE<<K<LLLLLLLLLLLLLLLLLLLLLLLLL
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EXHIBIT Il. Employee Payment Record Screen

PSE310, 123456789 EMPLOYEE PAYMENT HI STORY

246809 Sequence 4
Soc-Sec 123-45- 6789 Oper at or PER129C09
Enpl oyee Nane MUNSTER, LILY PI D 28721
Dat e 08/ 28/ 2000
Ti me 09: 35: 00
Transacti on Code PSE090
Trans-Ef ft-Date 08/ 15/2000
Agency Nunber 123 Dept of Mlitary Affairs
Posi ti on Nunmber 00010
Rol e Code 11025 SWb O fice Services Specialist
Reason 090 Fi el d Change
One Time Paynent
Rat i ng

State Salary Non-State Sal Special Rate Enpl Pct Mont hs
Prior 26464.00 0.00 0.00 100. 00 12. 00
New 28000. 00 0. 00 0.00 100. 00 12. 00

Next - > Ret ur n>
000001 >>>>>>>>>>>>>>>>>>>>>>>> Transacti on Conpl et e <<<K<K<KKKKLKLKLKLKLKLKLKLKLKLKLLKLLLKL
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l. TRANSACTION NUMBER TRANSACTION TITLE
PSE044 Employee Delete

Il. FUNCTION/DESCRIPTION:

A. This transaction lets you delete an Employee Record from PMIS.
Use this transaction only when you need to “undo” an incorrect
original appointment (PSEQ01).

B. If you entered any other transactions for this employee (in PMIS
or BES) after the incorrect original appointment, this transaction
will not work.

C. You must complete this transaction before you execute the

PSEOQ043 - Delete Person.

M. USERS:

Use of this transaction is restricted to the Department of Human
Resource Management.

V. PROCEDURE:

A. Enter Transaction Code:
PSE044
B. Transmit.

You will see the Employee Delete data entry screen displayed,
with mandatory input fields designated by asterisks. See Exhibit
l.

C. Enter data.

D. Tab cursor to End.

Commonwealth of Virginia Issued: 08/15/89
Department of Human Resource Management Revised: 06/15/01
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Section:  Maintenance Transactions Subject:

Employee Delete

E. Transmit.

F. You will see the TRANSACTION COMPLETE message
displayed when all data items are valid and the transaction is

accepted.

EXHIBIT I. Employee Delete Screen

PSE044

Soc-Sec-Num
-or- Employee-ID
Agency-Note

EMPLOYEE DELETE
PER129PDB 06/04/2001 11:31:50

*kkkk
kkkkkkkkk

*kkkkk

*kkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkx

kkkkkkkkkkkkhkkhkkkkkkkkkkkkhkkkhkkkkkkhkkhkkkhkkkhkkhkkkkkkkkkx

000002 Screen Call-Up Complete -- Proceed

Commonwealth of Virginia

Department of Human Resource Management
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Section: Maintenance Transactions Subject: Person Delete
l. TRANSACTION NUMBER TRANSACTION TITLE
PSE043 Person Delete

1. FUNCTION/DESCRIPTION:
A. This transaction lets you delete a Person Record from PMIS.

B. You must complete the Employee Delete transaction (PSE044)
before you execute this transaction.

M. USERS:
All State agencies may use this transaction.
V. REQUIRED DATA ITEMS:

Employee Social Security Number or ID Number
Last Name

Commonwealth of Virginia Issued: 08/15/89
Department of Human Resource Management Revised: 06/15/01
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l. TRANSACTION NUMBER TRANSACTION TITLE
PSE098 Separated Person Update

Il. FUNCTION/DESCRIPTION:

A. This transaction lets you update the PMIS record for a separated
person.
B. This transaction must be authorized by the appropriate persons

in accordance with the applicable policies.
Il USERS:

This transaction is restricted to the Department of Human Resource
Management.

V. PROCEDURES:
A. Enter Transaction Code:

PSEO098,NNNNNNNNN
Or PSEO098,E

Where NNNNNNNNN = social security number
And E = employee ID number (length varies)

B. Transmit.

You will see the Separated Person Update Screen displayed.

See Exhibit I.
C. Enter required data items.
D. Transmit.

You will see the TRANSACTION COMPLETE message
displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued: 08/15/89
Department of Human Resource Management Revised: 06/15/01
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EXHIBIT I. Separated Person Update Screen

PSE098,222222222 SEPARATED PERSON UPDATE
PER129PDB 06/04/2001 14:44:12

Last Name WILLIAMS
First Name SANDY
Middle Initial.... A

Alien Code Second Initial....

Nationality Name Suffix

Birthdate.............. 050447

Handicap Code Address Line 1.... RT 2, BOX 18
Person ID 00270468 Address Line 2....

State Begin Date... 100198 City GATE CITY

Separate Date 060401 State
Nxt Lv Ann Date.... 000000 ZIP Code 24251
Last Anniv Num..... 00
Prior St Serv 000

Exper Higher Ed... 00
VSDP Indicator...... N Deg Inst Code..... 000000
VSDP Begin Date... 000000 Degree Code
VSDP Efft Date 000000
VSDP Months 000

000002 Screen Call-Up Complete -- Proceed

Commonwealth of Virginia Issued: 08/15/89
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l. TRANSACTION NUMBER TRANSACTION TITLE
PSEO11 Suspense Delete

Il. FUNCTION/DESCRIPTION:

A. This transaction lets you delete an employee transaction that is
in Suspense (pending).

B. A transaction automatically goes into Suspense when the
effective date of the transaction is in the future. Only employee
transactions can go into suspense.

C. You can use PSE308, Display Employee Suspense Record to
display the transaction in Suspense before deleting it.

D. PMIS produces a P-3 when a Suspense transaction is executed,
as well as when the Suspense Delete transaction is entered.

V. USERS:

All State agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information
for State agencies without data entry terminals.

V. PROCEDURES:

A. Enter Transaction Code:
PSEO11
B. Transmit.

You will see the Suspense Delete Screen displayed, with
mandatory input fields designated by asterisks. Refer to Exhibit
l.

C. Enter appropriate data items.
D. Tab cursor to End.
Commonwealth of Virginia Issued: 05/17/93
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E. Transmit.

F. You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.

EXHIBIT I. Suspense Delete Screen

PSEO11 SUSPENSE DELETE
05/30/2001 11:11:27

000004444

000002 Screen Call-Up Complete -- Proceed

Commonwealth of Virginia Issued: 05/17/93
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. TRANSACTION NUMBER TRANSACTION TITLE
PSE300 Produce P-3

1. FUNCTION/DESCRIPTION:
This transaction lets you print a P-3 for an employee.

M. USERS:
All state agencies with data entry terminals may use this transaction.
The Department of Human Resource Management enters information

for State agencies without data entry terminals.

V. PROCEDURE:

A. Enter Transaction Code:
PSE300
B. Transmit.

You will see the Produce P-3 Data Entry Screen displayed.
Refer to Exhibit I.

C. Enter appropriate data items.
D. Tab cursor to End.
E. Transmit.
You will see the TRANSACTION COMPLETE message

displayed when all data items are valid and the transaction is
accepted.

Commonwealth of Virginia Issued:
Department of Human Resource Management Revised: 06/15/01
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EXHIBIT I. Produce P-3 Screen

PSE300
PER129PDB  06/06/2001 14:13:06

PRODUCE P3

Agency:
Position:
Soc-Sec-Num:
Employee ID:
Xmit:

Enter Agency & Position, Agency & Position & SSN or ID, or SSN or ID Only

Commonwealth of Virginia Issued:
Department of Human Resource Management Revised: 06/15/01
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Subject: Retracted Action

l. TRANSACTION NUMBER

PSE099

Il. FUNCTION/DESCRIPTION:

TRANSACTION TITLE

Retracted Action

A. This transaction retracts a transaction that was transmitted in error
(for example, transmitted with incorrect social security number or
salary). This transaction is used in addition to the normal
corrections process for an erroneous transaction.

B. This transaction is only required for transactions that: 1) affect an
employee’s pay or 2) affect an employee’s status as an active
employee. This includes the following transactions:

PSEQ001, Original Hire

PSE120, Suspension - Violation of
Standards of Conduct

PSEO002, Rehire/Reinstate

PSE121, Suspension with Pay

PSE013, Competitive Vol. Transfer

PSE127/8, LWOP — Layoff

PSE129, Separated - Layoff

PSE014, Reassignment Within Band

PSE130-5, LWOP

PSEOQ15, Non-Competitive Vol. Transfer

PSE136/7, Retirement

PSEO040, Classified Promotion

PSE138, Death

PSE045, Faculty Promotion

PSE140-5, Removed

PSE046, Voluntary Demotion

PSE201, Non-routine Adjustment

PSEOQ47, Proficiency Demotion

PSE204, P-3 Reband

PSE048, Disciplinary Demotion

PSE205, Faculty Salary Adjustment

PSE049, Demotion in Lieu of Layoff

PSE210, Health Care Prof. Salary Upd.

PSEO050, Faculty Demotion

PSE211, Agency Non-Routine

PSEO065, Class. Comp.

PSE216, Agency Acting Pay

PSE080, Exceptional Promotion

PSE217, Agency Special Rate

PSEQ081, Exceptional Demotion

PSE218, Red. Sal. to Max. Role Range

PSE101 -9, Resign

PSE231, Retroactive Adjustment

PSE113, Separation — Completion of
Limited Appointment

PSP146/7/8/9, Position Role Change
and Employee Change

PSE115, Separated - Layoff Leave
Expired

PSP156/7/8/9, Temporary Position Role
Change and Employee Change

Commonwealth of Virginia

Department of Human Resource Management

Issued: 04/15/01
Revised: 06/15/01
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C. This transaction does not correct, undo or move transactions
transaction. It does not change any employee records. It simply
helps ensure that incorrect data is not included in certain PMIS data
analyses and audits.

D. Use this transaction only after you have done the normal correction
transaction(s). (For example, if you accidentally remove the wrong
employee, first rehire the employee. Then retract the erroneous
removal.)

E. This transaction must be used even when the transaction you want
to retract has a specific “undo” transaction associated with it. (For
example: PSE065 — Classified Compensation (Same Role and
Position.)).

D. You can also use this transaction to “restore” a transaction that has
been mistakenly retracted.

M. USERS:

Use of this transaction is limited to the Department of Human Resource
Management.

V. PROCEDURE:

A. To retract a transaction, you must first access one of the
following displays:

PSE310, Employee Payment History (for
transactions involving pay, original hire, rehire,
removals, resignations, separations, layoffs)

PSE309, Active Employee Transaction History (for
all transactions not listed for PSE310, above)

The Exhibits following this procedure all display PSE309
screens. You will, of course, see the appropriate PSE310
screens, if you access it, instead.

Commonwealth of Virginia Issued: 04/15/01
Department of Human Resource Management Revised: 06/15/01
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REMINDER

First run the transaction that corrects the
erroneous transaction. Then retract the
erroneous transaction. For example, if you
accidentally remove the wrong employee, first
rehire the employee. Then retract the erroneous
removal.

If you entered an erroneous PSE065 transaction
and then entered an “undo” PSEOQ65 transaction
with the “opposite” reason code, you must now
retract both PSEOG65 transactions: the “do”
transaction and the “undo” transaction.

a. First, display the Active Employee Transaction History
Summary.

Enter transaction code:
PSE309,NNNNNNNNN
Where NNNNNNNNN is the social security number
or
PSE309,Last Name,First Name
or
PSE309,AAA,PPPPP

Where AAA = Agency Code
PPPPP = Position Number

Or

Commonwealth of Virginia Issued: 04/15/01
Department of Human Resource Management Revised: 06/15/01
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PSE309,E

Where E = employee ID number (length varies)
b. Transmit.

You will see the Active Employee Transaction History
Summary displayed. (See Exhibit1.)

C. Double-click on the record corresponding to the
transaction you wish to retract.

d. You will see the appropriate PSE309 screen (Active
Employee Transaction History Detail). (See Exhibit I1).

e. At the “Home” position (top right-hand corner), enter the
transaction code:

PSEO099, Y

f. Transmit.

g. You will see the appropriate PSE309 screen displayed,
with “Retracted Transaction “ displayed in the lower right-
hand corner. (See Exhibit 111).

h. If you have a color monitor, note that, in the PSE309
Summary display, this transaction has now been
“pinked-out” (displayed against a pink background). To
see the “pinked-out” transaction, enter the transaction
code:

PSE309,NNNNNNNNN
Where NNNNNNNNN is the social security number
or

PSE309,Last Name,First Name

or

Commonwealth of Virginia Issued: 04/15/01
Department of Human Resource Management Revised: 06/15/01
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PSE309,AAA,PPPPP

Where AAA = Agency Code
PPPPP = Position Number

Or
PSE309, EEEEEE
Where EEEEEE = employee ID number

B. To restore a transaction, you must first access one of the
following displays:
PSE310, Employee Payment History (for
transactions involving pay, original hire, rehire,
removals, resignations, separations, layoffs)

PSE309, Active Employee Transaction History (for
all transactions not listed for PSE310, above)

The Exhibits following this procedure all display PSE309
screens. You will, of course, see the appropriate PSE310

screens, if you access it, instead.
a. First, display the Active Employee Transaction History
Summary.
Enter transaction code:
PSE309,NNNNNNNNN
Where NNNNNNNNN is the social security number
or

PSE309,Last Name,First Name

Commonwealth of Virginia Issued: 04/15/01
Department of Human Resource Management Revised: 06/15/01
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Subject: Retracted Action

or

PSE309,AAA,PPPPP

Where AAA = Agency Code

PPPPP = Position Number

Or

PSE309,EEEEEE

Where EEEEEE = employee ID number

Transmit.

You will see the Active Employee Transaction
History Summary displayed. (See Exhibit IV.)

Double-click on the record corresponding to the
transaction you wish to restore.

You will see the appropriate PSE309 screen (Active
Employee Transaction History Detail). (See Exhibit
V). Note that “Retracted Action” appears in the
lower right-hand corner.

At the “Home” position (top right-hand corner),
enter the transaction code:

PSEQ99, N
Transmit.

You will see the appropriate PSE309 screen
displayed, with “Restored “ displayed in the lower
right-hand corner. (See Exhibit VI).

If you have a color monitor, note that, in the
PSE309 display, this transaction is no longer
“pinked-out” (displayed against a pink

Commonwealth of Virginia

Issued: 04/15/01
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background). To verify this, enter the transaction
code:

PSE309,NNNNNNNNN

Where NNNNNNNNN is the social security number
or

PSE309,Last Name,First Name
or
PSE309,AAA,PPPPP

Where AAA = Agency Code
PPPPP = Position Number

Or
PSE309,EEEEEE

Where EEEEEE = employee ID number

Commonwealth of Virginia Issued: 04/15/01
Department of Human Resource Management Revised: 06/15/01
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EXHIBIT I. Active Employee Transaction History Summary

PSE309,123456789  ACTIVE EMPLOYEE TRANSACTION HISTORY SUMMARY
N 06/10/2001 13:54:00

ID: 272124 Name: BISHOP, JOHN Q

Trans Efft Date Agy Pos Class P/SGr Pct Months SD Lv State Sal
QSE065 02/02/2001 123 00018 79033 SWD 03 100.00 12.00 FP  25,905.00
QSE?215 11/25/2000 123 00018 79033 SWD 03 100.00 12.00 FP  23,905.00
QSP147 09/25/2000 123 00018 79033 SWD 03 100.00 12.00F P  23,153.00
QSE304 07/18/2000 123 00018 61383 SWD 07 100.00 12.00 FP  23,153.00
QSE304 03/25/2000 123 00018 61383 SWD 07 100.00 12.00 FP  23,153.00 *
QSE034 03/22/2000 123 00018 61383 SWD 07 100.00 12.00 F P 10 23,153.00 *

QSEZ215 11/25/1999 123 00018 61383 SWD 07 100.00 12.00 FP  23,153.00 *

Commonwealth of Virginia Issued: 04/15/01
Department of Human Resource Management Revised: 06/15/01
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EXHIBIT Il. Active Employee Transaction History Detalil
(Before Retraction)

PSE309,123456789 ACTIVE EMPLOYEE TRANSACTION HISTORY DETAIL
N

06/10/2001 14:04:22
Agency 123 - DMA Name BISHOP, JOHN Q

Position 00018 Lv-Code Lv-Eff Subdivision
ID 123456 Soc-Sec 123-45-6789 Pay-Schd 24 Lv-Ret Role Min 20,455
Last-Trans QSEO065 Ann-Num 00 NextAnn 05/25/2001  Role Max 41,980
Eft-Date 02/02/2001  Sex/Race MI/A Birth 10/15/1945 Prev-Agy
Role 79033-061383 Band 03 StBeg 06/01/1996  Prev-Pos
Area/Shift SW -D Status F  Role-Beg 09/25/2000 PI-Disappr
Sta